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LS2 Reports

After completing this section, you will be able to:
e LogintoLS2 Reports

Log in to LS2 Reports by entering:
http://localhost/LS2Reports, replace localhost in address bar with your web server name.

Type your User ID and Password with the same credentials used for LS2 Staff.
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LS2 Reports

Please type your credentials for suthentcation,

Namespace:
LS2 Authentication
User 1D

Password:
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Section

Access Reports

2

After completing this section, you will be able to:
« Access your pre-authored and stored reports

After logging in, by default, the Public Folders tab displays. This tab contains all of your stored
reports. Use the My Folders tab to store your most used reports. Custom reports are stored in the
Custom or Library Authored Reports folder under Public Folders. Frequently used reports are

found under HIDOE Recommended Reports.

o Public Folders My Folders
Public Folders HEF CEENSYHE £ Box 80
Entries: -9 L+ ulim
E Name O Modified © Actions
Fl & Borowes March 20, 201332140 PM £ More
This folcer inciudes repons focused on data relevant 1o Dorowers INAMAaly. By Groups. of 35 a location of System summan it
Incudes Ksts Of COUNts of DOMTOWE ACCOUNES, SCIVIDES, CONtact Iirmation, NOMICatons, and usage Note: Reports that indude
DorTower S59S5CS COMDINgd with bie 3nd Aem siatistics will be located in e Bems — Titles folder
B | S Custom or Libraey Authored Reports March 13, 201310719 FM £ More
This folder s foe TLC to place custom wiithen repodts OR for repodts that e S2rary has authored
B S TROOE Metormen ne o Tenons M3y 7. 2015 14032 PM £ More
Frequenty used repors
B O s March 20, 2013 22043 M &3 More
This folder Iciuces repors focused on data relevant 1o holds. I includes repeds on counts and Nsts of Nolds By vanous breakdowns
1engh of ime 1o T holds. and amived Nolos cata
F1 & tems-Tles March 29, 2013 23055 PM B More
This folder induces repdits 1o0used on data relevant 10 Aems and Yes, inCluding suthorlies. Nindludes repons provwang ists o
COUNts by age. SEalss, UEage, and value: Snallical and SEANSHCA (ePOMS 10 Nelp Wil weeding of ilems. Jocation and system summary
repons of ems, tiBes, 3G US3Pe; NG UMY FEPOnS 1O Nep With SUthonty cean up
& Ladels June 23,2014 135.09 PM B More
Thes folder mciudes reponts used 1o peint Domower 108, Bem barcodes, maling ladeds, and routing ladels for dookngs. They are
formatted for use with Avery 5160 labels oc 4 x 6 posicacds. Note: Ba sure 10 follow printing information f peovided in the repon
crscnphon
1 & Notces March 20, 2013 23403 PM B More
This folder incudes varous DAEING Nolices, imvolces. and overdue noices. They are foemaed for half sheet, Al sheet No 9 emvelope
of 4 x & posicacds
&3 Schools March 20, 2013 25043 PM £ More
This folder iIncudes repons relevant 1o the needs of SCNOOLS, with Most 4313 DIOken SoWN Dy DATOWS! hypes Of responsidle parties. 8
Includes counts, hsts, and vanous nobces. Nots: Repors in othes folders may also be uselul 1of schools.
&0 Seriais and Other Mocuies March 20, 201322739 PM 1 More
This folces includes repons for Bookings, imventory, PhoneTree, and Sanals
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Set Preferences

After completing this section, you will be able to:
« Set your view

o
Use Set preferences to set your default report output format. Under My Area Options drop-
down list, click My Preferences.

My Inbox
My Watch ftems

My Preferences |

= Cs & @ @ B My Activities and Schedules | 8

Entries: 1 -9 O] | (el

The Set preferences page displays. Areas to consider modifying:

o Number of entries in list view - increase the number of reports returned per page by
changing this value. The default is set to 15.

e Report format - sets the default format for output generated. The default is HTML. TLC
recommends changing this selection to PDF.

Specify your settings
THumbet of entrics in 1ist view: Report format:

15 HIML >

Separators in list view: ¥ Show the Weicome page at startus

No separator g o

:")W:'lmuury of he ren cptions

Style:

c e v Praview ] [nabie sccessbity seppart for reports | ren o achedule
] Show nucden entries




1 Show hdden eniries

. Poral

Default view:
Lt
9 Detals

| Regional options

| Product language:

& Use the defaut Boguaze
Use the folowing Baguige

Catalan

Time zone:
@ Use the detaut tme zone
Use the folowng time zooe

{GMT.0500) Eastern Time: Otts

| Enadie Sudrections suppon
Rass taxt diraction for contant:

O Canced

{ Set proferonces
seneral | Personal Portal Tabs

| Specify your settings

[Humber of ontries in Tist view: Report format:

15 HIML .
| Separators in list view: ] show e Wecome page af startug
| No separator -

Y] Show 8 summary of e run cptocs

‘ Style:

Corporate v Pravew

[natle sccessdity support for reponts | run o schadule

Content language:
& Use the Jefut anguage
Use 18 Rolowng Woguige

Afnkaans

After making your modifications, click OK to retain your changes.

LS2 Reports

Default view - provides the option to select List or Details, located under the Portal section.
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Run a Report

After completing this section, you will be able to:
e run areport
e view the report output

To run or view a report, locate the report you want under Public Folders. Click the Name of the
report. You may need to make several selections as you drill down to the specific report. The
prompts screen displays if any parameters need set up to run your report. Make your selections,
and then click Finish. If Finish is not enabled, make sure you have made a selection for each
option.

G | publicFolders | My Folders

Public Folders - Schoots - Notices EFCEBNSYRE R0 x BN
Entries: 1 .10 [+) CHw

4] Hame & Modified & Actions

I 3> | Borrowers and tams Checked Out By Responsible Padbes Novernber 18, 2013 11:20:56 AM T » b ® B 98 Moce

sanst On 3na Borrowes Type(s) with Bems Checked Out
Options %0 Sisplay Al Checked ly Ovetoue ems, Borrowes IDs, Hem Replacement Costs, o limtio 8
Single Responsiie Party ID x Party Name, B Name, Type, and
Borrower 1D (optenal) ana Title, Author N Barcode, Call Number. Check Out Date, Due Date, Rem Status
esponsidle Pty ten Borrowes Name, with page beeax at

and Replacement Cost (opbonal) Sorted
#3ch Responsidie Party

Il = Bortowets and iterns Thecked Out Lost and Fine!
Prowdes a kst of B fof selecied B Loow
Partylies) with Lost lems and Fines, and opbion 15 indh
Responsidie Pasty Name 3nd Dade report was nun, Boerow:
Tile, teen Barcode, H.C (Moldings Code), Call Number, Check
(reasan fem IS on report). Sorted by Responsidie Party then By
Responsitie Party

Responaitie Partes November 18, 2013 1121 40 AN ol ol
(8), B Typeis) and Responsidle B> OBE v

fems Out of only Overdue Rerns. Displays

Borrowet Type , and Botrower 1D, 394

Date, Due Date. Amount Due, and Type

(&1 Last Name. with page breaak at each

March 14, 2014 1037:50 AM o b @ B8 v

with Overcue ltems, Displays Responsidle Paty Name, Borrower Name, Type T Crganization, Agdress.
and Phone, Tae, Nem Barcode, 93 Coy - — — —
Cost and Fine 10 Date. Sarted by Responsid)
Responsitie Party

Fl 0 Nems Out Overdué, Lost and Fines Notices
Prowides Rems Out or Overdue, Lost and Fin| 3

Typeis), and R Partyjies

Responsibie Party Name, Tie, Rem Barceaoy

Amount Due, and Status, with page break ot

Name of Responsitie Party then Borrower L.

1 > Overcue and Fine Nobces by Borrowess of R
Provdes half sheet Overdue and Fine Nolice|
alsplay Borrower ID and Replacement Cost.
Bortowet Type, Responsidle Party and Locsy
Replacemert Cost. and Fine Type (will be bl =
Responsidie Party ten BorrowerLastNaed  TETEsssssssmssens
pricd 2 Nobces per Sheet Be sute 10 3¢ Pag| seaect mems o Bomowsr ID
Pages per sheetto 'Custom 10y 2, and Pag) -[J—. - -
inder Page Sizing & Handing select iuipl] "L 0% oo e e R
Horizontsl
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Save a Report

After completing this section, you will be able to:
e Save a report

Navigate to the report you want to save. Under Actions, click the Create a report view B icon.

i Name$ Modified & Actions
] £» Activity by Borrower Types and Transaction Types Apnil 24,2013 241:36 PM Orpd@ @ More
Provides transaction counts for selected Activity Locations and Date Range, with option to Combine Check

Out and Renewal counts. Dispiays Location, Borrower Type, and counts of Check Outs (inciuding Stats Only

Check Outs), Renewals, In-House Use, Checkins, and Holds (Added, Cancelled. Amived, and Checked

Out). Totals by Transaction Type. Sorted by Location then Borrower Type, with page break at each Location

/
=

Specify a name and description - New Report View wizard

Specify a name and location for this entry. You can also specify a description and screen tip.

Name:

Report View of Actity by Borrower Types and Transaction Types
Description:

Provides transaction counts for selected Activity
Locations and Date Range, with option to Combine

Check Out and Renewal counts. Displays Location, ~
Rorrower Tuna and counts of Check Outs (includinn

-

Screen tip:
Actity Location(s). Combine Check Outs and Renewals; Date Rang

Location:
Public Folders » Borrowers » Activity - Counts
Select another ocation. . Sedect My Foiders

Cancel ' Finish

Options are presented to rename, change the description, or add a screen tip. Under Location,
click Select My Folders, and then click Finish to place the report into My Folders. In My Folders

4
click the New Folder icon L to name the folder, add description, or add the folder to My Folders or
another location.
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Schedule a Report

After completing this section, you will be able to:
e Schedule a report

To schedule a report to run, locate the saved report in My Folders. Next, click the Schedule CE
icon under Actions. The Schedule page opens.

Schedule . Roport View of Authon by Chech Out Counts - O

Schedule thes entry 1o run af 8 recuming date and o You can run using the dofaull values or specdy the optons. You can disable the schedule without losing any of s
dotady

[ Dussie 2 scretin Priceiy: Seart:
) . a3 2008 a8

Froquency: 18 M v

el Pe Yenenncy by cRrg o 8 ba

En
@ ' ond tem
By Dy Dy Weet By Meres By Yau By Togoe o teg vy

An ) 0% B

Ty 1 - -
. . . 18 -

Worndey [ Temadey Wetnentey [ Thursiey
1] froey I Senesey Larse
Daily Frequency:
) byt Moein) = wowees [ 9 00 AN v [s o pu .

™

Credentian

neme

Opticen

[ Gvarmon e tetaut vanen

Formats:
Dot
Accomibitey
Cataur
Lengoages:
Ootent

Delivery

Ta e mpot
Peowpt vadues
[ Overtn e tutuat vaen

R

(o 8 Canced

In the Frequency section, select how often you want the report to run. You can schedule the report

8
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to run daily, weekly, monthly, yearly, or by trigger. By Trigger is based on an occurrence, such
as a database refresh. The occurrence acts as a trigger, causing the entry to run.

Frequency:
Select the frequency by clcking on a ink
ByC By Week B B B ger
Every 1 week(s) on
Monday |V Tuesday Wednesday Thursday
Friday Saturday Sunday
Daily Frequency:
2 24 g N - -
Every 1 Minute(s) ~|between [ 9 : 00 AM S |5 :00 PM 2

and

In the Start section, set the date and time you want the frequency to start. Under the End section,
select No end date if you want to allow the scheduled report to run indefinitely. Select End by to set

an end date.

Start:
Jun 23, 2015 fE
1 53 PM ¥
End:
@ No end date
) End by:
Jun 23, 2015 [ v
1 253 PM =

In the Options section, select the Override the default values check box if you want to change the
format, accessibility, language, or delivery setting.

In the Prompt values section, select the Override the default values check box if you want to
override the default prompt values. If no values are saved, you can set them, if desired.

When you are finished updating, click OK. You are returned to My Folders.
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Section

Modify Report Output

7

After completing this section, you will be able to:
¢ Modify the Report Output

First, make sure you are modifying output on a report view in My Folders for the report you want to

change. Select the Set Properties icon Z4 to open the Set properties page for the selected report.
Select the Report View tab.

Under Prompt values, shown on the following page, click Set... to display available search
parameters and set the parameters. Click Finish

e Select the Prompt for values check box if you want the report to pre-select parameters, but
also want the ability to change values before the report runs.

¢ Clear the Prompt for values check box if you want to run with the selected parameters.
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&r  Public Folders My Folders

My Folders

Name ©

ation counts (Check Outs a

Renewals) In se

S HBSYE o
Entries: 1

Modified © Actions

January 15,2015 256119 PM

n and Borrower Type(s) with the highest System
ed Date Range and specified Ranking Limit Option

o display Borrower ID. Displays Rank, Borr
of Circulations in Date Range. Soried by Ci
have he same Circulation counts

Set properties - Overdue Notices - No 9 Env

General ||Report view || Permissions

/

E> a More

X 0o

Select the default options to use for this entry.

Default action:
| View most recent report ¥ |
Report options:
| Override the default values
Formats:
Default

Accessibility:
Default

Languages:
Default

Prompt values:
No values saved
Set.

Prompt for values

Advanced options ¥

OK Cancel

Click OK after you have made your modifications. You are returned to My Folders.

Last updated: June 24, 2015
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