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Introduction to Reports - 1

Introduction to Reports
PolicyTech includesmany reports that let you check the status of and view
statistics about documents, questionnaires, and users. To access reports, in the
main PolicyTech window, clickReports.

The reports you have access to are dependent on the roles and system
permissions you've been assigned, so yourReportsmenumay look different
than the one shown above (see Report Access byRole and Permission for
details).
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2 - Report Access byRole and Permission

Report Access by Role and Permission
The tables below show the reports a user has access to by virtue of role and
system permission assignments.

Access to My Tasks & Questionnaires Reports
Report Document Roles with

Access
System Permissions

with Access

Questionnaire Results all all

Questionnaire
Certificates

all all

Document Owner—
Periodic Review Tasks

Document Owner none

My Tasks all all

Access to Tasks by Document Reports
Report Document Roles with

Access
System Permissions

with Access

Tasks byDocument -
Current

Document Owner
Proxy Author

Administrator
Report Manager

Tasks byDocument - All
Tasks

Document Owner
Proxy Author

Administrator
Report Manager

Documents Due for
Periodic Review

Document Owner
Proxy Author

Administrator
Report Manager

Documents with Links to
Update

Document Owner
Proxy Author

Administrator
Report Manager

Access to Tasks by User Reports
Report Document Roles with

Access
System Permissions

with Access

Tasks byUser - Current Manager Administrator
Report Manager

Tasks byUser - All Manager Administrator
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Report Access byRole and Permission - 3

Tasks Report Manager

Document Owner -
Periodic Review Tasks

Manager Administrator
Report Manager

Document Owner -
Links to Update

Manager Administrator
Report Manager

Access to Tasks by Group Reports
Report Document Roles with

Access
System Permissions

with Access

Writer Groups Manager Administrator
Report Manager

Reviewer Groups Manager Administrator
Report Manager

Approver Groups Manager Administrator
Report Manager

Reader Groups Manager Administrator
Report Manager

Access to Document Reports
Report Document Roles with

Access
System Permissions

with Access

Document Assignments
by Title

Document Owner
Proxy Author

Administrator
Report Manager

Document Count by
Owner

Document Owner
Proxy Author

Administrator
Report Manager

Documents Accessed Document Owner
Proxy Author

Administrator
Report Manager

Document Duration in
Workflow

Document Owner
Proxy Author

Administrator
Report Manager

Linked Documents Document Owner
Proxy Author

Administrator
Report Manager

Documents within Date
Range

Document Owner
Proxy Author

Administrator
Report Manager
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4 - Report Access byRole and Permission

Documents Approved
as of a Specific Date

Document Owner
Proxy Author

Administrator
Report Manager

Change Summarywith
Version History and
Documents Replaced

Document Owner
Proxy Author

Administrator
Report Manager

Print Multiple
Documents

Document Owner
Proxy Author

Administrator
Report Manager

Email Bounce Backs by
Document

Document Owner
Proxy Author

Administrator
Report Manager

Access to User Reports
Report Document Roles with

Access
System Permissions

with Access

Document Assignments
byUser

Manager Administrator
Report Manager

Documents Accessed
byUser

Manager Administrator
Report Manager

Users CanceledMark
asRead

Manager Administrator
Report Manager

User Permissions none Administrator
Company/User
Report Manager

Users with Bounce Back
Emails

none Administrator
Report Manager

Dedicated Licenses none Administrator

Access to Questionnaire Reports
Report Document Roles with

Access
System Permissions

with Access

Questionnaire Results
byDocument

Document Owner Administrator
Report Manager

Questionnaire Results
byUser

Manager Administrator
Report Manager
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Report Access byRole and Permission - 5

Questionnaire Statistics Document Owner Administrator
Report Manager

Access to Exception Reports
Report Document Roles with

Access
System Permissions

with Access

Exceptions by
Document

none Administrator
Report Manager

Access to Login Reports
Report Document Roles with

Access
System Permissions

with Access

Failed Logins Due to
Insufficient Licenses

none Administrator
System/IT

Users Currently Logged
In

none Administrator
System/IT

Access to Superseded Reports
Report Document Roles with

Access
System Permissions

with Access

Writer Tasks (My Tasks
& Questionnaires)

Writer none

Reviewer Tasks (My
Tasks &
Questionnaires)

Reviewer none

Approver Tasks (My
Tasks &
Questionnaires)

Approver none

Reader Tasks (My
Tasks &
Questionnaires)

Reader none

AllWorkflow Tasks (My
Tasks &
Questionnaires)

all all
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In Draft (Tasks by
Document)

Document Owner
Proxy Author

Administrator
Report Manager

In Collaboration (Tasks
byDocument)

Document Owner
Proxy Author

Administrator
Report Manager

In Review (Tasks by
Document)

Document Owner
Proxy Author

Administrator
Report Manager

In Approval (Tasks by
Document)

Document Owner
Proxy Author

Administrator
Report Manager

In Published (Tasks by
Document)

Document Owner
Proxy Author

Administrator
Report Manager

AllWorkflow Statuses
(Tasks byDocument)

Document Owner
Proxy Author

Administrator
Report Manager

Writer Tasks (Tasks by
User)

Manager Administrator
Report Manager

Reviewer Tasks (Tasks
byUser)

Manager Administrator
Report Manager

Approver Tasks (Tasks
byUser)

Manager Administrator
Report Manager

Reader Tasks (Tasks by
User)

Manager Administrator
Report Manager

Document Owner -
Resubmit for Review
Tasks (Tasks byUser)

Manager Administrator
Report Manager

AllWorkflow Tasks
(Tasks byUser)

Manager Administrator
Report Manager

Questionnaire Results
byDocument
(Questionnaire Reports)

Document Owner Administrator
Report Manager

Questionnaire Results
byUser (Questionnaire
Reports)

Manager Administrator
Report Manager
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My Tasks & Questionnaires Reports
TheMy Tasks & Questionnaires category includes the following reports:
Report: Questionnaire Results

Report: Questionnaire Certificates

Report: Document Owner - Periodic Review Tasks

My Tasks

Report: Questionnaire Results (Personal)

Description
Shows the overall and individual question results for all questionnaires you
completed when youmarked documents as read, aswell as results (if any) of
stand-alone questionnaires (those not attached to documents) that you
completed. The results are organized by document/questionnaire.

Available to users with the following roles or permissions:
All users with any assigned role or system permission

Sample Report:
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How to Generate
1. ClickReports.

2. ClickMy Tasks & Questionnaires, and then clickQuestionnaire
Results.
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MyTasks & Questionnaires Reports - 9

All options available for this report are displayed on the left.

3. (Optional) ClickDetail Options, and then select any of the following:
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n Include Questionnaire Details: Include details about each
questionnaire question.

n Include Archived Documents: Includes all archived documents with
questionnaires and all archived stand-alone questionnaires.

4. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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MyTasks & Questionnaires Reports - 11

5. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

6. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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12 - My Tasks & Questionnaires Reports

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Questionnaire Certificates (Personal)

Description
Lets you view and print certificates for all questionnaires—both document
questionnaires and stand-alone questionnaires—you've passed.

Note: For a certificate to be available for a questionnaire, the document
owner who created the questionnairemust have enabled the certificate
option in the questionnaire settings.

Available to users with the following roles or permissions:
All users with any assigned role or system permission

Sample Report:
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How to Generate
1. ClickReports.

2. ClickMy Tasks & Questionnaires, and then clickQuestionnaire
Certificates.

3. (Optional) ClickPrint for one of the listed documents or questionnaires.
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14 - My Tasks & Questionnaires Reports

The certificate is displayed in a separate browser window where you can
save or print it.

Report: Document Owner - Periodic Review Tasks
(Personal)

Description
Shows the status of your periodic review tasks. You can choose to include only
those tasks that are incomplete, overdue, or completed.
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MyTasks & Questionnaires Reports - 15

Available to users with the following roles or permissions:
Document owner

Sample Report:

How to Generate
1. ClickReports.

2. ClickMy Tasks & Questionnaires, and then clickDocument Owner -
Periodic Review Tasks.

Note: Youwill only see the task reports for the roles you've been assigned.
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16 - My Tasks & Questionnaires Reports

All options available for this report are displayed on the left.

3. (Optional) ClickDetail Options, and then select any of the following:
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MyTasks & Questionnaires Reports - 17

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.
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18 - My Tasks & Questionnaires Reports

4. (Optional) ClickTask Options, and then clickOnly Overdue Tasks or
Overdue & Upcoming Tasks.

5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

6. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.
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7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: My Tasks

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports youmay have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set aminimumof report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.
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20 - My Tasks & Questionnaires Reports

Description
Shows information about your assigned tasks. You can choose to include
incomplete and complete tasks aswell tasks in upcoming levels.

Available to users with the following roles or permissions:
All users with any assigned role or system permission.

Sample Report:

How to Generate
1. ClickReports.

2. ClickMy Tasks & Questionnaires, and then clickMy Tasks.
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Task options available for this report are displayed on the left.

3. (Optional) Under Task Options, Incomplete andComplete are selected
by default.
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22 - My Tasks & Questionnaires Reports

SelectUpcoming to include information about your assigned tasks in a
subsequent level in an active workflow status. For example, if a document
to which you're assigned has three approval levels and is currently in level 1
of the Approval status, selectingUpcomingwould also include information
about your tasks assigned to approval level 2 or 3.
SelectShow optional tasks to include information about complete,
optional reading tasks, where youmarked documents as read even though
you were not assigned reading tasks for those documents.

4. ClickView Report.

Note: You can also clickView Report at any time while setting report
options. After changing an option, remember to clickView Report again to
refresh the report contents.

5. Choose a report layout (seeWorking with Report Layouts).

6. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

7. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

8. (Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Tasks by Document Reports
The Tasks by Document category includes the following reports:
Tasks byDocument - Current

Tasks byDocument - All Tasks

Documents Due for Periodic Review

Documents with Links to Update

Report: Tasks by Document - Current

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports youmay have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set aminimumof report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description
Shows information about tasks in the selected documents' or questionnaires'
current workflow status. For example, if a selected document is currently in the
Approval status, the report would include information about that document's
approver tasks. You can choose to include incomplete and complete tasks as
well tasks in upcoming levels.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by Document, and then clickTasks by Document -
Current.

PolicyTech 10.6 Reports Supplement



Tasks byDocument Reports - 25

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.

Initial options available for this report are displayed on the left. Notice that
the number of currently selected documents or questionnaires is displayed
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26 - Tasks byDocument Reports

after theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) You have the option to limit the documents/questionnaires
included in the report to only those with tasks assigned to specific users.
ClickUsers, clickCustom Selection, and then select users in the same
way as you would for a user-based report (see Selecting Users for help).

Note: If you see the options shown below, then your organization has
enabled the Third-Party AccountsModule. TheEmployees option is
selected by default, meaning that only those documents/questionnaires
assigned to regular PolicyTech users and not third-party contacts are
included in the report. In addition to theEmployees andCustom
Selection options, you can chooseContacts to limit included
documents/questionnaires to only those assigned to third-party contacts, or
choose theEmployees & Contacts option to include all

PolicyTech 10.6 Reports Supplement



Tasks byDocument Reports - 27

documents/questionnaires, regardless of the types of users assigned.

5. (Optional) Under Task Options, Incomplete andComplete are selected
by default, meaning that only those of the currently selected
documents/questionnaires that include incomplete or complete tasks for
the documents'/questionnaires' current task statuseswill be included in the
report results. For example, if a selected document is currently published
and has at least one assignee designated, that document's information will
be included in the report whether the assignees havemarked the
document as read or not. If a selected published document has no
assignees designated, that document's information will be excluded from
the report.
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28 - Tasks byDocument Reports

SelectSkipped to include information about assigned reading/completion
tasks that were skipped because theywere not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of theProperties Wizard, see "Advanced Assignee
Settings" in the User's Guide).
To filter documents/questionnaires to only those within a specific date
range, clickChoose a date, and then clickDate Completed orDate
Assigned (the date when an assigned taskwas completed or assigned).

The default date range is the last 30 days from today's date. To change this
setting, click , select a different preset date range, and then clickApply. If
you selectCustom Range, also select a start and end date, and then click
Apply.
SelectDocuments with no tasks to include information from all selected
documents/questionnaires, regardless of whether they include assigned
tasks for their currently active workflow status. For example, information
about published documents with no assigneeswill be included in the report.

6. ClickView Report.
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Note: You can also clickView Report at any time while setting report
options. After changing an option, remember to clickView Report again to
refresh the report contents.

7. Choose a report layout (seeWorking with Report Layouts).

8. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

9. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click ,
type a name and description, and then clickOK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by Document - Current report. If personal
dashboards are enabled, you can add the report widget toMy Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If theHome
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
HomeDashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Tasks by Document - All Tasks

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports youmay have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set aminimumof report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description
Shows information about all assigned tasks in the selected documents or
questionnaires. You can choose to include incomplete and complete tasks as
well tasks in upcoming levels.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator
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Sample Report:

How to Generate
1. ClickReports.

2. ClickTasks by Document, and then clickTasks by Document - All
Tasks.
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3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.

Initial options available for this report are displayed on the left. Notice that
the number of currently selected documents or questionnaires is displayed
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after theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) You have the option to limit the documents/questionnaires
included in the report to only those with tasks assigned to specific users.
ClickUsers, clickCustom Selection, and then select users in the same
way as you would for a user-based report (see Selecting Users for help).

Note: If you see the options shown below, then your organization has
enabled the Third-Party AccountsModule. TheEmployees option is
selected by default, meaning that only those documents/questionnaires
assigned to regular PolicyTech users and not third-party contacts are
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included in the report. In addition to theEmployees andCustom
Selection options, you can chooseContacts to limit included
documents/questionnaires to only those assigned to third-party contacts, or
choose theEmployees & Contacts option to include all
documents/questionnairs, regardless of the types of users assigned.

5. (Optional) Under Task Options, Incomplete andComplete are selected
by default, meaning that only those of the currently selected
documents/questionnaires that include incomplete or complete tasks for
the documents'/questionnaires' current task statuseswill be included in the
report results. For example, if a selected document is currently published
and has at least one assignee designated, that document's information will
be included in the report whether the assignees havemarked the
document as read or not. If a selected published document has no
assignees designated, that document's information will be excluded from
the report.
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SelectSkipped to include information about assigned reading/completion
tasks that were skipped because theywere not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of theProperties Wizard, see "Advanced Assignee
Settings" in the User's Guide).
SelectUpcoming to include information about tasks assigned in a
subsequent level in anyworkflow status. For example, if a selected
document has three review levels and is currently in level 1 of the Review
status, selectingUpcomingwould also include information about tasks
assigned to Review levels 2 and 3. If that same document also hadmultiple
approval levels, selectingUpcomingwould also cause the report to
include information about upcoming approval tasks, even though the
document is still in Review.
To filter documents/questionnaires to only those within a specific date
range, clickChoose a date, and then clickDate Completed orDate
Assigned (the date when an assigned taskwas completed or assigned).

The default date range is the last 30 days from today's date. To change this
setting, click , select a different preset date range, and then clickApply. If
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you selectCustom Range, also select a start and end date, and then click
Apply.
SelectShow optional tasks to include information about complete,
optional reading tasks, where usersmarked documents as read even
though theywere not assigned reading tasks for those documents.
SelectDocuments with no tasks to include information from all selected
documents/questionnaires, regardless of whether they include assigned
tasks. For example, information about published documents with no
assignee designationswill be included in the report.

6. ClickView Report.

Note: You can also clickView Report at any time while setting report
options. After changing an option, remember to clickView Report again to
refresh the report contents.

7. Choose a report layout (seeWorking with Report Layouts).

8. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

9. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click ,
type a name and description, and then clickOK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by Document - All Tasks report. If personal
dashboards are enabled, you can add the report widget toMy Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If theHome
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
HomeDashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Documents Due for Periodic Review

Description
Shows the status of all tasks for documents or questionnaires that are due for
periodic review. You can choose to include only those tasks that are
incomplete, overdue, or completed.
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Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:

How to Generate
1. ClickReports.

2. ClickTasks by Document, and then clickDocuments Due for Periodic
Review.
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3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.

Initial options available for this report are displayed on the left. Notice that
the number of currently selected documents or questionnaires is displayed
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after theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. ClickCustom Selection, and
then select users in the sameway as you would for a user-based report
(see Selecting Users for help).

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days that tasks for the selected documents
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have been waiting for completion.

6. ClickTask Options, and then clickOnly Overdue Tasks orOverdue &
Upcoming Tasks.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).
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10. ClickView Report..

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Report: Documents with Links to Update

Description
Shows the status of all tasks for documents with outdated links. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by Document, and then clickDocuments with Links to
Update.

3. Select documents to include in the report (see Selecting Documents for
help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents is displayed after theDocuments
option, which you can click anytime to change your document selection.

Note: If you change your document selection after clickingView Report,
clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document sort order in the report is ascending by title. To
change what the documents are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document in the report.
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With Include Document Details selected, you have the option to limit
the documents included in the report to only those with tasks assigned
to specific users. ClickCustom Selection, and then select users in the
sameway as you would for a user-based report (see Selecting Users
for help).

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days that tasks for the selected documents
have been waiting for completion.

6. ClickTask Options, and then clickOnly Incomplete Tasks,Only
Complete Tasks or Incomplete & Complete Tasks.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current document selections and option settings for
future use, click , type a name and description, clickSave and Close,
and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).
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10. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Task by User Reports
The Tasks by User category includes the following reports:
Tasks byUser - Current

Tasks byUser - All Tasks

Document Owner - Periodic Review Tasks

Document Owner - Links to Update Tasks

Report: Tasks by User - Current

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports youmay have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set aminimumof report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description
Shows information about selected users' assigned tasks in currently active
workflow statuses. You can choose to include incomplete and complete tasks
aswell tasks in upcoming levels.

Available to users with the following roles or permissions:
Manager, Report Manager, AdministratorSample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by User, and then clickTasks by User - Current.
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3. Select the users you want included in the report (see Selecting Users for
help).

Initial options available for this report are displayed on the left. Notice that
the number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.
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Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) You have the option to limit the users included in the report to
only those with tasks assigned to specific documents. ClickDocuments,
and then select documents in the sameway as you would for a document-
based report (see Selecting Documents for help).

5. (Optional) Under Task Options, Incomplete andComplete are selected
by default, meaning that only those of the currently selected users with task
assignments, whether incomplete or complete, will be included in the report
results.
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SelectSkipped to include information about assigned reading/completion
tasks that were skipped because theywere not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of theProperties Wizard, see "Advanced Assignee
Settings" in the User's Guide).
SelectUpcoming to include information about tasks assigned in a
subsequent level in the currently active workflow status. For example, if a
selected document has three approval levels and is currently in level 1 of
the Approval status, selectingUpcomingwould also include information
about tasks assigned to approval levels 2 and 3.
To filter documents/questionnaires to only those within a specific date
range, clickChoose a date, and then clickDate Completed orDate
Assigned (the date when an assigned taskwas completed or assigned).

The default date range is the last 30 days from today's date. To change this
setting, click , select a different preset date range, and then clickApply.
If you selectCustom Range, also select a start and end date, and then
clickApply.

6. ClickView Report.
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Note: You can also clickView Report at any time while setting report
options. After changing an option, remember to clickView Report again to
refresh the report contents.

7. Choose a report layout (seeWorking with Report Layouts).

8. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

9. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click ,
type a name and description, and then clickOK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by User - Current report. If personal
dashboards are enabled, you can add the report widget toMy Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If theHome
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
HomeDashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Tasks by User - All Tasks

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports youmay have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set aminimumof report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description
Shows information about all assigned tasks for the selected users. You can
choose to include incomplete and complete tasks aswell tasks in upcoming
levels.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator
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Sample Report:

How to Generate
1. ClickReports.

2. ClickTasks by User, and then clickTasks by User - All Tasks.
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3. Select the users you want included in the report (see Selecting Users for
help).

Initial options available for this report are displayed on the left. Notice that
the number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

PolicyTech 10.6 Reports Supplement



Task byUser Reports - 59

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) You have the option to limit the users included in the report to
only those with tasks assigned to specific documents or questionnaires.
ClickDocuments, and then select documents in the sameway as you
would for a document-based report (see Selecting Documents for help).

5. (Optional) Under Task Options, Incomplete andComplete are selected
by default, meaning that only those of the currently selected users with task
assignments, whether incomplete or complete, will be included in the report
results.
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SelectSkipped to include information about assigned reading/completion
tasks that were skipped because theywere not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of theProperties Wizard, see "Advanced Assignee
Settings" in the User's Guide).
SelectUpcoming to include information about tasks assigned to selected
users in a subsequent level in anyworkflow status. For example, if a
document to which a selected user is assigned has three review levels and
is currently in level 1 of the Review status, selectingUpcomingwould also
include information about tasks assigned to Review levels 2 and 3. If that
same document also hadmultiple approval levels, selectingUpcoming
would also cause the report to include information about upcoming
approval tasks, even though the document is still in Review.
To filter documents/questoinnaires to only those within a specific date
range, clickChoose a date, and then clickDate Completed orDate
Assigned (the date when an assigned taskwas completed or assigned).

The default date range is the last 30 days from today's date. To change this
setting, click , select a different preset date range, and then clickApply. If
you selectCustom Range, also select a start and end date, and then click
Apply.
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SelectShow optional tasks to include information about complete,
optional reading tasks, where selected usersmarked documents as read
even though theywere not assigned reading tasks for those documents.

6. ClickView Report.

Note: You can also clickView Report at any time while setting report
options. After changing an option, remember to clickView Report again to
refresh the report contents.

7. Choose a report layout (seeWorking with Report Layouts).

8. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

9. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click ,
type a name and description, and then clickOK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by User - All Tasks report. If personal
dashboards are enabled, you can add the report widget toMy Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If theHome
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
HomeDashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Document Owner - Periodic Review Tasks

Description
Provides details about the selected users' tasks for performing a periodic
review on an approved document or questionnaire. You can choose to include
only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by User, and then clickDocument Owner - Periodic
Review Tasks.
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3. Select the users you want included in the report (see Selecting Users for
help).

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.
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Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help).

5. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.
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n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickTask Options, and then clickOnly Overdue Tasks or
Overdue & Upcoming Tasks.
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8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

9. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

11. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Document Owner - Links to Update Tasks

Description
Provides details about the selected users' tasks for updating links within
documents they own. You can choose to include only those tasks that are
incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by User, and then clickDocument Owner - Links to
Update Tasks.
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3. Select the users you want included in the report (see Selecting Users for
help).

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.
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Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents, clickDocuments, and then select documents in the sameway
as you would for a document-based report (see Selecting Documents for
help)..

5. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.
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n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:

PolicyTech 10.6 Reports Supplement



74 - Task byUser Reports

n Include Document Details: Shows the tasks associated with each
document in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickTask Options, and then do any of the following:

n In the Task Options list, click a single task status (incomplete or
complete) or click Incomplete & Complete Tasks.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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9. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).
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11. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished Report for details). If the
report contains links, click a link to open that document in PolicyTech or
click a user name to open another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Task by Group Reports
The Tasks by Group category includes the following reports:
Writer Groups

Reviewer Groups

Approver Groups

AssigneeGroups

Report: Tasks by Group - Writer Groups

Description
Provides details about the selected writer groups' assigned writing tasks. You
can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:

PolicyTech 10.6 Reports Supplement



Task byGroup Reports - 79

How to Generate
1. ClickReports.

2. ClickTasks by Group, and then clickWriter Groups.
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3. Select one or more writer groups.

Important: Be aware that selecting a group in a Tasks byGroup report has a
different effect than selecting a group in a Tasks byUser report. This report
lists documents and questionnaires to which specific writer groups have been
assigned. Documents/questionnaires assigned only to individual writers will
not be included, even if the individual writers happen to bemembers of the
selected writer groups.
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All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after theGroups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) ClickArrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click theGroup Name
column header.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Document Details: Adds statistics about each document and
questionnaire listed in the report.

n Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.

n User Details: Adds the list of users in each writer group.
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n Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document/questionnaire for review or approval.

Note: For a document/questionnaire that has not yet been submitted for
review or approval ,None is shown in theVersion Change Summary
area.

n Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current group selections and option settings for
future use, click , type a name and description, clickSave and Close,
and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Group - Reviewer Groups

Description
Provides details about the selected reviewer groups' assigned reviewing tasks.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by Group, and then clickReviewer Groups.
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3. Select one or more reviewer groups.

Important: Be aware that selecting a group in a Tasks byGroup report has a
different effect than selecting a group in a Tasks byUser report. This report
lists documents and questionnaires to which specific reviewer groups have
been assigned. Documents/questionnaires assigned only to individual
reviewers will not be included, even if the individual reviewers happen to be
members of the selected reviewer groups.
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All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after theGroups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) ClickArrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click theGroup Name
column header.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Document Details: Adds statistics about each document and
questionnaire listed in the report.

n Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.

n User Details: Adds the list of users in each reviewer group.
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n Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document for review or approval.

n Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current group selections and option settings for
future use, click , type a name and description, clickSave and Close,
and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Group - Approver Groups

Description
Provides details about the selected approver groups' assigned approval tasks.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by Group, and then clickApprover Groups.
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3. Select one or more approver groups.

Important: Be aware that selecting a group in a Tasks byGroup report has a
different effect than selecting a group in a Tasks byUser report. This report
lists documents and questionnaires to which specific approver groups have
been assigned. Documents/questionnaires assigned only to individual
approvers will not be included, even if the individual approvers happen to be
members of the selected approver groups.
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All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after theGroups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) ClickArrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click theGroup Name
column header.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Document Details: Adds statistics about each document and
questionnaire listed in the report.

n Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.

n User Details: Adds the list of users in each approver group.
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n Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document for review or approval.

n Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current group selections and option settings for
future use, click , type a name and description, clickSave and Close,
and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Group - Reader Groups

Description
Provides details about the selected reader groups' assigned reading tasks. You
can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickTasks by Group, and then clickReader Groups.
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3. Do any of the following:

n In theDepartments tab, click theDepartments orDepartment
Groups bar, and then select one or more items.
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n Click the Job Titles tab, click the Job Titles or Job Title Groups bar,
and then select one or more items.

n Click theReaders tab, and then select one or more reader groups.

Important:

n Be aware that selecting a group in a Tasks byGroup report has a different
effect than selecting a group in a Tasks byUser report. This report lists
documents and questionnaires to which specific reader groups have been
assigned. Documents/questionnaires assigned only to individual readers
will not be included, even if the individual readers happen to bemembers
of the selected reader groups.

n Unlike when selecting writers, reviewers, and approvers, when selecting
readers, you can also select departments, department groups, job titles,
and job title groups. That is because each of these entities is treated as a
group whenmaking reader assignments, whereas selecting any of these
entities for writers, reviewers, or approvers simply facilitates adding
multiple users at once.

All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after theGroups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) ClickArrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click theGroup Name
column header.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Document Details: Adds statistics about each document and
questionnaire listed in the report.

n Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.

n User Details: Adds the list of users in each reader group.
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n Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document for review or approval.

n Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

PolicyTech 10.6 Reports Supplement



Task byGroup Reports - 109

8. (Optional) To save the current group selections and option settings for
future use, click , type a name and description, clickSave and Close,
and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Document Reports
TheDocument Reports category includes the following:
Document Assignments by Title

Document Count byOwner

Documents Accessed

Document Duration inWorkflow

Linked Documents

Documents within Date Range

Documents Approved as of a Specific Date

Change Summarywith Version History and Documents Replaced

Print Multiple Documents

Email Bounce Backs byDocument

Report: Document Assignments by Title

Description
For the selected documents or questionnaires, shows all user assignments
along with what role each user performs.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickDocument Assignments by
Title.
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3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

6. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Report: Document Count by Owner

Description
For each document owner, shows how many assigned documents and
questionnaires are in each status.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:

How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickDocument Count by Owner.
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3. In theOutput Format area, clickStandard orMicrosoft Excel Raw.

4. (Optional) To save theOutput Format setting for future use, click , type
a name and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

5. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
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another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Documents Accessed

Description
Showswhich documents or questionnaires were accessed bywhich users
within a specific date range.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickDocuments Accessed.

PolicyTech 10.6 Reports Supplement



Document Reports - 121

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear theRef # check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Includes a list of users who accessed
each selected document/questionnaire.
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n Include Graphs: Adds a graph to theSummary area of the report.
The graph shows the number of users who accessed the selected
documents/questionnaires in each status.

6. (Optional) By default, this report checkswhen the selected
documents/questionnaireswere accessed regardless of the access date.
To limit results to a date range, clickDate, and then select a range. If you
clickCustom Range, also type or select From and To dates. ClickOK.
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7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Document Duration in Workflow

Description
Shows how long each selected document was in each of the workflow statuses.
The summary graph shows averages for all published documents.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator
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Sample Report:

How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickDocument Duration in
Workflow.
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3. ForContent Type, select whether to see information about documents or
questionnaires.
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4. Select a site and department.

5. Select a date range. If you clickCustom Range, also type or select From
and To dates.

6. In theOutput Format area, clickStandard orMicrosoft Excel Raw.

7. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

8. ClickView Report.

If you chose theStandard output format, the report opens in a new
window where you can view, print, and save the document to disk in
several different formats. If the report contains links, click a link to open that
document or questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Linked Documents

Description
Shows the inserted links, if any, for each of the selected documents. You can
also choose to show which documents are linking to the selected documents or
only those selected documents that contain no links.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickLinked Documents.
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3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:

n Show links contained in selected documents

n Show links to selected documents
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n Show documents containing no links

n Show localization workflow documents (Available only when the
LocalizationWorkflow module has been enabled. See "Running
LocalizationWorkflow Reports" in the LocalizationWorkflow
Supplement.)

6. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

7. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

8. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
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document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Documents within Date Range

Description
Showswhich documents were created (first saved in draft status) within the
selected date range.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickDocuments within Date
Range.
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3. ForContent Type, select whether to see information about documents or
questionnaires.
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4. Select the status of the documents/questionnaires you want included in the
report.

5. If your PolicyTech system hasmultiple sites, select a site.

6. For Select By, click an option for how you want to select
documents/questionnaireswithin the selected status and site.

7. The list below Select By changes, depending on theSelect By option you
choose. Do one of the following:
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n If theSelect By setting is currentlyAll Documents in Site, no further
options are available and you canmove on to the next step.

n If theSelect By setting is any other option, in the list below Select By,
click an item. For example, if you clickDepartment for Select By, then
, in theDepartment list, click a department.

7. In the Filter By area, in theDate Range list, click a range. If you click
Custom Range, also type or select From and To dates, and then click
Apply.

8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

9. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. ClickView Report.

If you chose theStandard output format, the report opens in a new window
where you can view, print, and save the document to disk in several
different formats. If the report contains links, click a
document/questionnaire link to open that document/questionnaire in
PolicyTech or click a user name to open another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Documents Approved as of a Specific Date

Description
Shows all documents or questionnaires that were approved before or on the
specified date.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickDocuments Approved as of a
Specific Date.
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3. ForContent Type, select whether to see information about documents or
questionnaires.
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4. If your PolicyTech system hasmultiple sites, select a site.

5. In theSelect By list, click an option for how you want to select
documents/questionnaireswithin the selected site.

6. The list below Select By changes, depending on theSelect By option you
choose. Do one of the following:

n If theSelect By setting is currentlyAll Documents in Site, no further
options are available and you canmove on to the next step.

n If theSelect By setting is any other option, in the list below Select By,
click an item. For example, if you clickDepartment for Select By, then
, in theDepartment list, click a department.

6. Next to theApproved as of box, click , and then click a date.

7. In theOutput Format area, clickStandard orMicrosoft Excel Raw.

8. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.
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9. ClickView Report.

If you chose theStandard output format, the report opens in a new
window where you can view, print, and save the document to disk in
several different formats. If the report contains links, click a
document/questionnaire link to open that document/questionnaire in
PolicyTech or click a user name to open another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Screenshot...

Report: Change Summary with Version History and
Documents Replaced

Description
When submitting a new document or questionnaire, or a new version of an
existing document/questionnaire, to review or approval, a document owner
must include the reason for creating the new document/questionnaire or a
summary of changes to the existing document/questionnaire. This report shows
the change summaries written by document owners upon submitting those
documents/questionnaires (new or new version) for review or approval.

Note: By default, the text "New Document" or "New Version" is added to the
text boxwhen a document owner submits a document/questionnaire for
review or approval. PolicyTech does not require the document owner to
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change the default text, though your organizationmay require amore
detailed explanation.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickChange Summary with
Version History and Documents Replaced.

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:
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n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. ClickDetail Options, and then select the information you want included in
the report. See Detail Options below for details.
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6. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

7. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

8. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Detail Options
Include previous versions. Includes the change summaries for any previous
versions of the selected document/questionnaire.
Include next versions. If a selected document/questionnaire is not the latest
version, this option adds the change summaries for each later version.
With non-approved versions.Displayed only when Include next versions
is selected. Select this option if you want to include the change summaries of
versions currently in the review or approval status.

Note: Selecting Include next versionswithout selectingWith non-
approved versions applies only if you select documents/questionnaires in
the archived status that were replaced by a newer version.

Include 'Edit in Current State' summaries.A document owner or
administrator canmakeminor changes to an approved document without
creating a new version and sending it through the approval process.When a
user does this, PolicyTech requires the user to summarize changes and creates
aminor version, appending a period and aminor version number to themajor
version number, such as 1.1 or 1.2. Selecting Include 'Edit in Current State'
summaries addsminor version change summaries to the report.

Note: This option does not apply to questionnaires.

With system changes.Displayed only when Include 'Edit in Current State'
summaries is selected. PolicyTech createsminor versions of a document each
time it automatically updates something in the document, such as an inserted
document property or a link to another PolicyTech document. Select this option
if you want to include change summaries for system-generatedminor versions.

Note: This option does not apply to questionnaires.

Include Owner/Approver Details.Adds the names and job titles (if included
in the users' profiles) of the document owner and approver of each document
version.
Include Replaced Document Details.Adds a list of documents, if any, each
version replaced when it was published.

Note: This option does not apply to questionnaires.

Include Assigned Categories. For each included document/questionnaire,
adds a list of its assigned categories.
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Report: Print Multiple Documents

Description
Lets you select and print multiple Microsoft Word and Excel documents at once.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickPrint Multiple Documents.

3. Select documents to include in the report (see Selecting Documents for
help), and then clickOK.

Important: By default, only documents assigned theAll Users (default)
security level are displayed in theAvailable Documents box. To display
and have the option to select documents assigned theRestricted - High or
Restricted - Severe security level, clickShow Restricted Documents.
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Restricted document titles are preceded by the icon and are displayed in
red font.

4. Do one of the following:

n To start the automated printing of the selected documents, clickPrint
Documents.

n To change one or more report settings, clickNext, and then continue
with the next step.

5. Select one of the following outputs for the selected documents:
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n Print Documents: Automatically opens and prints all selected
documents. To change what is printed by default, see Print Documents
Options below. If you select this option, skip step 6.

n Print Display Table: A display table is what is currently displayed in
theDocument Arrangement area, which you canmodify (see the
next step below). After selecting this option, selectStandard to create
a report containing the document list, or selectMicrosoft Excel Raw to
export the list to an Excel (.xls) file.

6. TheDocument Arrangement area controls what document information is
included in the report and the document sort order. Do any of the following:

n By default, a Print Multiple Documents report includes the following
information about each document listed in theDocument
Arrangement area:

l Reference number

l Title

l Version number

l Status

l Date Created

l Date Submitted

l Publication Date

l Date Approved

l Next Review Date

To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Important:Changing what is displayed in theDocument Arrangement list
does not affect output whenPrint Documents is selected, but it does affect
the output for Print Display Table. WithPrint Display Table and
Standard selected, clicking to clear the following columns hides them in the
Document Arrangement list, but it does not remove them from the
standard display table:Reference #, Ver #,Review Interval,Document
Owner,URL. WithPrint Display Table andMicrosoft Excel Raw
selected, all column changes youmake directly affect what is included in the
exported display table file.
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Note: TheSecurity Details option functions differently than the other
Show/Hide Columns options. First, it is only selectable ifMicrosoft Excel
Raw is selected. Second, it causes two columns to be added to the display
table:Allowed Access Type andAllowed Access. These two columnswill
contain information only for documents that have theRestricted - High or
Restricted - Severe security level assigned, and only if one or more other
allowed users are selected (for details on security levels, see "Step 7:
Security" in the User's Guide). TheAllowed Access Type column shows
how other allowed users were selected (by department, by job title, or by
readers), and theAllowed Access column shows the departments, job
titles, and readers that were selected. Notice in the example below that a
separate row is included for each of a document'sAllowed Access entities
that were selected.

Screenshot...
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n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

Note:Changes to the document sort column and sort order directly affect
bothPrint Display Table outputs.

7. Do one of the following, depending on what output you've selected:

n Print Documents: To start the automated printing of the selected
documents, clickPrint Documents.

Important: PolicyTech opens and prints each selected document one after
the other. Thismay take several minutes if many documents are selected. Do
not attempt to work with any open document until the printing process has
completely finished.

The last thing to be printed is the table of contents page, at which time
you'll see themessage displayed below.

To use the default table of contents that has already been printed, click
Cancel, which closes the table of contents.
To edit the default table of contents page, clickOK, and thenmake
changes as you would with any other Word document within
PolicyTech.When finished, print themodified table of contents from
withinWord.

n Print Display Table:ClickView Report.

If you chose theStandard output format, the report opens in the
viewing pane to the right where you can view the report, search within
it, send it to another PolicyTech user, print all or part of it, and save it to
disk in several different formats (seeWorking with a Finished Legacy
Report for details). If the report contains links, click a document or
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questionnaire link to open that document/questionnaire in PolicyTech or
click a user name to open another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download
and open the Excel file.

Print Documents Options
Use the following options to customize what is printed with the selected
documents.

Paging Options
When you print multiple documents, PolicyTech adds a table of contents page
listing each document printed. The paging options control pagination of the
printedmaterial and whether page numbers are displayed in the table of
contents.
ClickPaging Options and then click one of the following:

n Keep Original Paging:Useswhatever automatic page numbering has
been inserted into the documents, restarting pagination for each
successive document. Page numbers are not included on the table of
contents page, or on properties cover pages, if that option is selected.
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n Continuous Paging: Starts pagination with the first document in the list
and continueswith that pagination (does not start over) in each successive
document and any attachedWord or Excel documents. Page numbers are
added to properties cover pages, if included, and for each document listed
in the table of contents.

Note: If any of the selected documents contain automatic page numbering
with a format similar to "Page 1 of 5," the current page number will be
updated to be continuous throughout the print batch, but the "of" number will
not. For example, you could see something like "Page 7 of 5."
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Properties
SelectProperties if you want a cover page with properties added for each
document.

PolicyTech 10.6 Reports Supplement



Document Reports - 161

To change which properties are included on each cover page, clickMore, and
then, in theSelect Overview Items Below area, click to clear the check boxes
of the properties you don't want included. ClickOK.
To includemore information than just properties on the cover page, clickMore,
select additional items from themenu on the left, and then clickOK.
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Attachments
If one or more of the selected documents has attachedWord or Excel files,
selectAttachments to have those documents printed aswell.

Important:OnlyWord and Excel attachments will be printed. Any other
attachment file typeswill be skipped.

Report: Email Bounce Backs by Document

Description
Showswhich task emails were undeliverable for the selected documents or
questionnaires.

Note: If, in theBulk Mail Settings tab of Email preferences, theDistribute
Bulk mail by BCC setting has been selected, undeliverable emails cannot
be logged by PolicyTech or included in this report.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:

How to Generate
1. ClickReports.

2. ClickDocument Reports, and then clickEmail Bounce Backs by
Document.
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3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear theRef # check box.

PolicyTech 10.6 Reports Supplement



Document Reports - 165

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. ClickView Report, and then follow the prompts to download and open the
Excel file.
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User Reports
TheUser Reports category includes the following:
Document Assignments byUser

Documents Accessed byUser

Users CanceledMark asRead

User Permissions

Users with Bounce Back Emails

Dedicated Licenses

Report: Document Assignments by User

Description
Shows all document and questionnaire assignments for the selected users.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickUser Reports, and then clickDocument Assignments by User.
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3. Select the users you want included in the report (see Selecting Users for
help).

PolicyTech 10.6 Reports Supplement



User Reports - 169

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

6. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Documents Accessed by User

Description
Showswhich documents and questionnaires were accessed by the selected
users within the selected date range.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickUser Reports, and then clickDocuments Accessed by User.
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3. Select the users you want included in the report (see Selecting Users for
help).
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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6. (Optional) To show only those instances of document/questionnaire access
that fall within a certain date range, clickDate, select a date range, and
then clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Users Canceled Mark as Read

Description
Shows all users who clickedMark as Read in a document or Submit
Answers in a questionnaire and then, instead of confirming the action, clicked
Cancel.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickUser Reports, and then clickUsers Cancelled Mark As Read.
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The report opens immediately in a separate browser window.
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Report: User Permissions

Description
Shows the number of users assigned each role and system permission.

Available to users with the following roles or permissions:
Report Manager, Administrator, Company/User

Sample Report:
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How to Generate
1. ClickReports.

2. ClickUser Reports, and then clickUser Permissions.

The report opens immediately in a separate browser window.
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Report: Users with Bounce Back Emails

Description
Showswhich task emails were undeliverable for the selected readers during a
specified time period.

Note: If, in theBulk Mail Settings tab of Email preferences, theDistribute
Bulk mail by BCC setting has been selected, undeliverable emails cannot
be logged by PolicyTech or included in this report.

Available to users with the following roles or permissions:
Report Manager, Administrator

Sample Report:

How to Generate
1. ClickReports.

2. ClickUser Reports, and then clickUsers with Bounce Back Emails.
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3. Select the users you want included in the report (see Selecting Users for
help).
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) To show only those bounce back email instances that fall within a
certain date range, clickDate, select a date range, and then clickOK. If you
clickCustom Range, also type or select From and To dates, and then
clickOK.

6. ClickView Report, and then follow the prompts to download and open the
Excel file.

Report: Dedicated Licenses

Description
Shows a list of users assigned dedicated licenses.

Available to users with the following roles or permissions:
Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickUser Reports, and then clickDedicated Licenses.

PolicyTech 10.6 Reports Supplement



188 - User Reports

The report opens immediately in a separate browser window.
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Questionnaire Reports
TheQuestionnaire Reports category includes the following:
Questionnaire Results ByDocument

Questionnaire Results ByUser

Questionnaire Statistics

Report: Questionnaire Results by Document

Description
Shows all users' questionnaire results by question for the selected documents
or questionnaires.

Available to users with the following roles or permissions:
Document Owner, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickQuestionnaire Reports, and then clickQuestionnaire Results by
Document.

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
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theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) To limit the selected documents to only those assigned to
specific users, clickUsers andmake selections in the sameway as you
would for a user-based report (see Selecting Users for help).

5. (Optional) UnderOptions, Incomplete andComplete are selected by
default, meaning that information about all users assigned to complete the
selected questionnaires will be included in the report results, whether or not
those users have already submitted their questionnaire responses. Click to
clear the Incomplete orComplete check box to exclude that information.
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If LocalizationWorkflow is enabled, you will also see theShow localized tasks
on master option. Select this option if you want the questionnaire results from
synced localized copies included with themaster document's/questionnaire's
results.

6. ClickView Report.

7. For Layout, selectQuestionnaire View orQuestionnaire Completion
View.

Questionnaire View organizes report data by document/questionnaire
title, then by questionnaire version, and then by question, with individual
user status and results for each question.
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Questionnaire Completion View organizes report data by completion
status—complete and incomplete—then by document/questionnaire title,
then by questionnaire version, then by user, with each user's responses.
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Note: For details on how to create and work with custom layouts, see the
following sections of theWorking with Report Layouts section:

Creating a CustomReport Layout

Selecting a Custom or Shared Report Layout

Modifying or Deleting a CustomReport Layout

Setting a Default Report Layout

8. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

9. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click ,
type a name and description, and then clickOK.
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10. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Questionnaire Results by User

Description
Shows all questionnaire results for the selected users.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickQuestionnaire Reports, and then clickQuestionnaire Results by
User.
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3. Select the users you want included in the report (see Selecting Users for
help).

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.
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4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) UnderOptions, Incomplete andComplete are selected by
default, meaning that information about all users assigned to complete the
selected questionnaires will be included in the report results, whether or not
those users have already submitted their questionnaire responses. Click to
clear the Incomplete orComplete check box to exclude that information.

If LocalizationWorkflow is enabled, you will also see theShow localized tasks
on master option. Select this option if you want the questionnaire results from
synced localized copies included with themaster document's/questionnaire's
results.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

6. ClickView Report.

7. For Layout, selectUser View orUser Completion View.

User View organizes report data by user, then by assigned
document/questionnaire, then by questionnaire version, and finally by question,
with individual user status and results for each question.

User Completion View organizes report data by completion status—
complete and incomplete—then by user, then by document/questionnaire
title, and finally by question, with each user's responses.
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Note: For details on how to create and work with custom layouts, see the
following sections of theWorking with Report Layouts section:

Creating a CustomReport Layout

Selecting a Custom or Shared Report Layout

Modifying or Deleting a CustomReport Layout

Setting a Default Report Layout

8. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

9. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click ,
type a name and description, and then clickOK.
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10. (Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Report: Questionnaire Statistics
Description
For the selected questionnaires or documents with questionnaires, shows
results statistics for each question and answer.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickQuestionnaire Reports, and then clickQuestionnaire Results by
User.

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
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theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) To limit the selected documents to only those assigned to
specific users, clickUsers andmake selections in the sameway as you
would for a user-based report (see Selecting Users for help).

5. (Conditional) If LocalizationWorkflow is enabled, underOptions, select
Show localized statistics on master if you want the questionnaire
statistics from synced localized copies included with themaster
document's/questionnaire's statistics.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

PolicyTech 10.6 Reports Supplement



Report: Questionnaire Statistics - 205

6. ClickView Report.

Note: You can also clickView Report at any time while setting report
options. After changing an option, remember to clickView Report again to
refresh the report contents.

7. For Layout, selectQuiz View or Survey View.

Quiz View includes theAnswer Key column to show which are the correct
answers, and the% Correct Answers column.

Survey View includes theQuestionnaire Submissions column to show
how many times each questionnaire has been completed.
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Note: For details on how to create and work with custom layouts, see the
following sections of theWorking with Report Layouts section:

Creating a CustomReport Layout

Selecting a Custom or Shared Report Layout

Modifying or Deleting a CustomReport Layout

Setting a Default Report Layout

8. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

9. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click ,
type a name and description, and then clickOK.
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10. (Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Exception Reports
TheException Reports category includes the following report.

Report: Exceptions by Document

Description
Shows all users who chose questionnaire answers designated as exceptions.

Available to users with the following roles or permissions:
Report Manager, Administrator

Sample Report:

How to Generate
1. ClickReports.

2. ClickException Reports, and then clickExceptions by Document.
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3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.
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4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear theReference # check box.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) By default, this report checks the selected
documents/questionnaires regardless of their approval dates. To limit
results to a date range, clickDate, and then select a range. If you click
Custom Range, also type or select From and To dates. ClickOK.
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6. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report. A separate browser window opens along with a
Windows system prompt. After opening or saving the file, close the
browser window.
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Login Reports
Go to a section listed below for a description of and instructions on how to
generate a login report.

Failed Logins Due to Insufficient Licenses

Users Currently Logged In

Report: Failed Logins Due to Insufficient Licenses

Description
Shows each failed login attempt within the specified date range.

Available to users with the following roles or permissions:
Administrator, System/IT

Sample Report:

How to Generate
1. ClickReports.

2. ClickLogin Reports, and then clickFailed Logins Due to Insufficient
Licenses.
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3. Select a preset date range or create a custom one.

4. ClickView Report.

The report opens in a separate browser window.

PolicyTech 10.6 Reports Supplement



214 - Login Reports

Report: Users Currently Logged In

Description
Showswhich users are currently logged in to PolicyTech.

Available to users with the following roles or permissions:
Administrator, System/IT

Sample Report:
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How to Generate
1. ClickReports.

2. ClickLogin Reports, and then clickUsers Currently Logged In.
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The report opens immediately in a separate browser window.
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Superseded Reports
The following reports have been superseded by their next-generation
counterparts.

Writer Tasks (Tasks byUser)

Reviewer Tasks (Tasks byUser)

Approver Tasks (Tasks byUser)

Reader Tasks (Tasks byUser)

Document Owner - Resubmit for Review Tasks (Tasks byUser)

All Workflow Tasks (Tasks byUser)

In Draft (Tasks byDocument)

In Collaboration (Tasks byDocument)

In Review (Tasks byDocument)

In Approval (Tasks byDocument)

In Published (Tasks byDocument)

All Workflow Statuses (Tasks byDocument)

Writer Tasks (My Tasks & Questionnaires)

Reviewer Tasks (My Tasks & Questionnaires)

Approver Tasks (My Tasks & Questionnaires)

Reader Tasks (My Tasks & Questionnaires)

All Workflow Tasks (My Tasks & Questionnaires)

Questionnaire Results byDocument (Questionnaire Reports)

Questionnaire Results byUser (Questionnaire Reports)

Report: Tasks by User - Writer Tasks

Important: This report has been superseded by the Tasks byUser - Current
and Tasks byUser - All Tasks reports. Because this report will be removed
fromPolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description
Provides details about the selected users' assigned writing tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.
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Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:

How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickWriter Tasks (Tasks by
User).

3. Select the users you want included in the report (see Selecting Users for
help).

PolicyTech 10.6 Reports Supplement



Superseded Reports - 219

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) ClickArrangement and do any of the following:
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n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
user in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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If you select Incomplete Tasks with Upcoming Levels, information will
be shown about any tasks that assigned reviewers have not yet received
notification for. These could be tasks for documents or questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet reached
a reviewer's assigned level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

9. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

11. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by User - Reviewer Tasks

Important: This report has been superseded by the Tasks byUser - Current
and Tasks byUser - All Tasks reports. Because this report will be removed
fromPolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description
Provides details about the selected users' assigned reviewing tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickReviewerTasks (Tasks by
User).

3. Select the users you want included in the report (see Selecting Users for
help).
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) ClickArrangement and do any of the following:
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n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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If you select Incomplete Tasks with Upcoming Levels, information will
be shown about any tasks that assigned reviewers have not yet received
notification for. These could be tasks for documents or questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet reached
a reviewer's assigned level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

9. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

11. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by User - Approver Tasks

Important: This report has been superseded by the Tasks byUser - Current
and Tasks byUser - All Tasks reports. Because this report will be removed
fromPolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description
Provides details about the selected users' assigned approval tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickApproverTasks (Tasks by
User).

3. Select the users you want included in the report (see Selecting Users for
help).
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) ClickArrangement and do any of the following:
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n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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If you select Incomplete Tasks with Upcoming Levels, information will
be shown about any tasks that assigned reviewers have not yet received
notification for. These could be tasks for documents or questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet reached
a reviewer's assigned level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

9. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

11. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by User - Assignee Tasks

Important: This report has been superseded by the Tasks byUser - Current
and Tasks byUser - All Tasks reports. Because this report will be removed
fromPolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description
Provides details about the selected users' assigned reading tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports and then clickReader Tasks (Tasks by
User).

3. Select the users you want included in the report (see Selecting Users for
help).
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) ClickArrangement and do any of the following:
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n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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9. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).
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11. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Report: Document Owner - Resubmit for Review Tasks

Important: This report has been superseded by the Tasks byUser - Current
and Tasks byUser - All Tasks reports. Because this report will be removed
fromPolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description
Provides details about the selected users' tasks for resubmitting a document or
questionnaire for review after it has been returned to draft status from review or
approval. You can choose to include only those tasks that are incomplete,
overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickDocument Owner -
Resubmit for Review Tasks (Tasks by User).

3. Select the users you want included in the report (see Selecting Users for
help).
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) ClickArrangement and do any of the following:
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n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).
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10. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Report: Tasks by User - All Workflow Tasks

Important: This report has been superseded by the Tasks byUser - Current
and Tasks byUser - All Tasks reports. Because this report will be removed
fromPolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description
Provides details about all of the selected users' assigned tasks. You can choose
to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickAll Workflow Tasks (Tasks
by User).

3. Select the users you want included in the report (see Selecting Users for
help).

Note: The default selection is theUsers tab, which lets you search for users
and add them one at a time. To addmultiple users at once, use the
Departments or Job Titles tab.
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) ClickArrangement and do any of the following:

PolicyTech 10.6 Reports Supplement



264 - Superseded Reports

n To change the default report columns, clickShow/Hide Columns, and
then select or click to clear check boxes.

Note: TheDuration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report's Summary area.
The graph shows the number of days the selected users' tasks have
been waiting for completion.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

7. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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8. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

9. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

11. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Document - In Draft

Important: This report has been superseded by the Tasks byDocument -
Current and Tasks byDocument - All Tasks reports. Because this report will
be removed fromPolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description
Shows the status of all tasks for documents or questionnaires in the draft status.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then click In Draft (Tasks by
Document).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. ClickCustom Selection, and
then select users in the sameway as you would for a user-based report
(see Selecting Users for help).

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.
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6. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

7. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

8. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).
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9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Report: Tasks by Document - In Collaboration

Important: This report has been superseded by the Tasks byDocument -
Current and Tasks byDocument - All Tasks reports. Because this report will
be removed fromPolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description
Shows the status of all tasks for documents or questionnaires in the
collaboration status. You can choose to include only those tasks that are
incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then click In Collaboration (Tasks by
Document).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. ClickCustom Selection, and
then select users in the sameway as you would for a user-based report
(see Selecting Users for help).

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

PolicyTech 10.6 Reports Supplement



Superseded Reports - 281

6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about anywriting tasks that assigned writers have not yet
received notification for. These could be tasks for
documents/questionnaires that have not yet reached the collaboration
status or tasks for documents/questionnaires currently in collaboration
but that have not yet reached a writer's assigned level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears. To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
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clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

n By default, only the documents/questionnaires from those you selected
that have tasksmatching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.

PolicyTech 10.6 Reports Supplement



Superseded Reports - 283

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

10. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Document - In Review

Important: This report has been superseded by the Tasks byDocument -
Current and Tasks byDocument - All Tasks reports. Because this report will
be removed fromPolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description
Shows the status of all tasks for documents or questionnaires in the review
status. You can choose to include only those tasks that are incomplete,
overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Documents, and then click In Review (Tasks by
Document).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. ClickCustom Selection, and
then select users in the sameway as you would for a user-based report
(see Selecting Users for help).

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.
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6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any tasks that assigned reviewers have not yet
received notification for. These could be tasks for
documents/questionnaires that have not yet reached the reviewer
status or tasks for documents/questionnaires currently in review but
that have not yet reached a reviewer's assigned level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears. To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
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clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

n By default, only the documents/questionnaires from those you selected
that have tasksmatching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

10. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Document - In Approval

Important: This report has been superseded by the Tasks byDocument -
Current and Tasks byDocument - All Tasks reports. Because this report will
be removed fromPolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description
Shows the status of all tasks for documents or questionnaires in the approval
status. You can choose to include only those tasks that are incomplete,
overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then click In Approval (Tasks by
Document).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:

PolicyTech 10.6 Reports Supplement



296 - Superseded Reports

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. ClickCustom Selection, and
then select users in the sameway as you would for a user-based report
(see Selecting Users for help).

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.
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6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any tasks that assigned approvers have not yet
received notification for. These could be tasks for
documents/questionnaires that have not yet reached the approver
status or tasks for documents/questionnaires currently in approval but
that have not yet reached an approver's assigned level.
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n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears. To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

n By default, only the documents/questionnaires from those you selected
that have tasksmatching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

10. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Document - In Published

Important: This report has been superseded by the Tasks byDocument -
Current and Tasks byDocument - All Tasks reports. Because this report will
be removed fromPolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description
Shows the status of all tasks for documents or questionnaires in the published
status. You can choose to include only those tasks that are incomplete,
overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then click In Published (Tasks by
Document).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. ClickCustom Selection, and
then select users in the sameway as you would for a user-based report
(see Selecting Users for help).

n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

PolicyTech 10.6 Reports Supplement



Superseded Reports - 305

6. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears. To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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n By default, only the documents/questionnaires from those you selected
that have tasksmatching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw..

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

10. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Tasks by Document - All Workflow Statuses

Important: This report has been superseded by the Tasks byDocument -
Current and Tasks byDocument - All Tasks reports. Because this report will
be removed fromPolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description
Shows the status of all tasks for documents or questionnaires in all statuses.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickAll Workflow Statuses
(Tasks by Document).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. ClickCustom Selection, and
then select users in the sameway as you would for a user-based report
(see Selecting Users for help).

n Include Graphs: Adds a graph to the report's Summary area.
The graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

6. (Optional) ClickTask Options, and then do any of the following:

PolicyTech 10.6 Reports Supplement



Superseded Reports - 313

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any tasks that users have not yet received
notification for. These could be tasks for documents/questionnaires that
have not yet reached a user's assigned status or tasks for
documents/questionnaires currently in an assigned status but that have
not yet reached the user's assigned task level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears. To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
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clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

n By default, only the documents/questionnaires from those you selected
that have tasksmatching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report youmay be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking (see Emailing a Report from a Saved Setup for help).

10. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Writer Tasks (Personal)

Description
Shows the status of your writing tasks. You can choose to include only those
tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Writer

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickWriter Tasks (My Tasks &
Questionnaires).

Note: Youwill only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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3. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

4. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about anywriting tasks you have not yet received
notification for. These could be tasks for documents/questionnaires that
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have not yet reached the collaboration (writing) status or tasks for
documents/questionnaires currently in collaboration but that have not
yet reached your assigned writing level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

6. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.
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Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Report: Reviewer Tasks (Personal)

Description
Shows the status of your reviewer tasks. You can choose to include only those
tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Reviewer

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickReviewer Tasks (My Tasks
& Questionnaires).

Note: Youwill only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.

3. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.
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n Include Graphs: Adds a graph to the report'sSummary area.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

4. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any review tasks you have not yet received
notification for. These could be tasks for documents/questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet
reached your assigned review level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

6. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
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different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Approver Tasks (Personal)

Description
Shows the status of your approver tasks. You can choose to include only those
tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Approver

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickApprover Tasks (My Tasks
& Questionnaires).

Note: Youwill only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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3. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

4. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any approval tasks you have not yet received
notification for. These could be tasks for documents/questionnaires that
have not yet reached the approval status or tasks for
documents/questionnaires currently in approval but that have not yet
reached your assigned approval level.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

6. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Assignee Tasks (Personal)

Description
Shows the status of your assigned reading/completion tasks. You can choose
to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Reader

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickAssignee Tasks (My Tasks
& Questionnaires).

Note: Youwill only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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3. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

n Include Graphs: Adds a graph to the report'sSummary area.
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n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

4. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.
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5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

6. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several

PolicyTech 10.6 Reports Supplement



338 - Superseded Reports

different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: All Workflow Tasks (Personal)

Description
Shows the status of all your tasks. You can choose to include only those tasks
that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
All users with any assigned document role or system permission.

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickAll Workflow Tasks (My
Tasks & Questionnaires).

Note: Youwill only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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3. (Optional) ClickDetail Options, and then select any of the following:

n Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.
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n Include Graphs: Adds a graph to the report'sSummary area. The
graph shows the number of days your tasks have been waiting for
completion.

n Include Due Dates: Adds aDue Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.
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4. (Optional) ClickTask Options, and then do any of the following:

n Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.

n If you selectOnly Complete Tasks or Incomplete and Complete
Tasks, theDate option appears.To show only the selected tasks that
fall within a certain date range, clickDate, select a date range, and then
clickOK. If you clickCustom Range, also type or select From and To
dates, and then clickOK.

5. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.
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6. (Optional) To save the current settings for future use, click , type a name
and description, clickSave and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

7. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.

Report: Questionnaire Results by Document

Important: This report has been superseded by the next-generation
Questionnaire Results byDocument report. Because this report will be
removed fromPolicyTech in a future release, we strongly recommend using
the next-generation reports instead. See Transitioning to Next-Generation
Reports for help.

Description
Shows all users' questionnaire results for the selected documents or
questionnaires.

Available to users with the following roles or permissions:
Document Owner, Report Manager, Administrator

Sample Report:

PolicyTech 10.6 Reports Supplement



Superseded Reports - 345

How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickQuestionnaire Results by
Document (Questionnaire Reports).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then clickOK.
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
theDocuments option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, clickView Report again to refresh the report contents.

4. (Optional) ClickArrangement and do any of the following:
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n To change the default report columns, clickShow/Hide Columns, and
then selectDate Approved.

n By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) ClickDetail Options, and then select any of the following:
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n Include Questionnaire Details: Includes details on each
questionnaire question.

n Include User Results: Include scoring details for each user who has
taken the questionnaire so far.

Note: If a user took a document questionnairemore than once by clicking
Retake Questionnaire, that user's namewill appear more than once in the
User Results list.

n Include Graphs: Adds a graph to the report's Summary area.The
graph shows the number of users who scored within each of five
different score ranges.
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6. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

7. (Optional) To save the current document/questionnaire selections and
option settings for future use, click , type a name and description, click
Save and Close, and then clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

8. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file. The exported Excel file contains the following two
worksheets:Summary,Question Overview. If Include User Results is
selected, two additional worksheets—Assigned Users andUser
Details—are included.

Report: Questionnaire Results by User

Important: This report has been superseded by the next-generation
Questionnaire Results byUser report. Because this report will be removed
fromPolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.
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Description
Shows all questionnaire results for the selected users.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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How to Generate
1. ClickReports.

2. ClickSuperseded Reports, and then clickQuestionnaire Results by
User (Questionnaire Reports).

3. Select the users you want included in the report (see Selecting Users for
help).

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after theUsers option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clickingView Report, click
View Report again to refresh the report contents.
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4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, clickDocuments, and then select
documents/questionnairs in the sameway as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) ClickArrangement and do any of the following:

n To change the default report columns, clickShow/Hide Columns, and
then click to clear a check box.
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n By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) ClickDetail Options, and then select any of the following:

n Include Questionnaire Details: Includes details on each
questionnaire question.
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n Include Archived Documents: Includes all archived documents with
questionnaires and archived stand-alone questionnaires.

7. (Optional) ClickOutput Format, and then clickStandard orMicrosoft
Excel Raw.

8. (Optional) To save the current user selections and option settings for future
use, click , type a name and description, clickSave and Close, and then
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clickOK.

Note: To access a saved report, clickReports, and then clickMy Saved
Reports.

9. ClickView Report.

If you chose theStandard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (seeWorking with a Finished LegacyReport for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

If you selectedMicrosoft Excel Raw, follow the prompts to download and
open the Excel file.
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Selecting Documents or Questionnaires
The steps that follow assume that you have already found and opened a
document report or selected theCustom Print option, and that a window
similar to the one below is displayed.

1. (Conditional) If aContent Type option is included, selectDocuments or
Questionnaires.

Note: SelectingQuestionnaires limits selectable items for the report to
stand-alone questionnaires. TheQuestionnaireModule is an optional feature
that may or may not be currently enabled in your PolicyTech system. (The
Questionnaires option refers only to stand-alone questionnaires and not to
questionnaires added inside a document.)
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2. (Conditional) If aStatus option is included, click the status of the
documents or questionnaires you want included in the report or clickAll
Statuses.

3. (Conditional) If your PolicyTech system includesmultiple sites, select the
site containing some or all of the documents/questionnaires you want
included in the report.

Notes:
n To select all documents/questionnaires from the current site or from all

sites, clickAdd All From This Site orAdd All From All Sites, and
then skip to step 5.

n After completing steps 2 through 6, repeat them to add
documents/questionnaires from other sites.

4. In theSelect By list, click an option for how you want to find
documents/questionnaires.
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5. The list below Select By changes, depending on your Select By choice.
For example, if you choose to select documents/questionnaires by
department, a list of departments appears below theSelect By list.

n If you selected Title orReference #, move on to step 6.

n If you chose any of the other Select By options, in the list below Select
By click an item to display all documents/questionnaires assigned to
that item. For example, if you choseDepartment for Select By, click a
department to display all documents/questionnaires assigned to that
department.
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6. (Optional) To narrow a long list of available documents/questionnaires, add
one or more filters (see Adding Document Filters below for details).

7. Do one of the following to select documents/questionnaires:

n If you chose Title orReference # for Select By, start typing some text
that you believe is in a title or reference number. When you've typed at
least three characters, a list appears of titles or reference numbers
matching what you've typed. Continue typing if you need to narrow the
list. As soon as you see the title or reference number you want, click it.

Note:Unlike other Select By options, the Title andReference # options
limit you to selecting documents/questionnaires one at a time.
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n Select individual documents/questionnaires from theAvailable
Documents list.

n To quickly add all from theAvailable Documents list, clickAdd All
From [Select By item].
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n ClickAdd All From This Site.

n ClickAdd All From All Sites.

Adding Document Filters
1. With a list of documents or questionnaires displayed in theAvailable

Documentswindow, clickAdd Filter(s).

2. For Filter By, click an option.

Important: In some reports, a Filter By option is preselected and not
changeable.
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3. ForDate Range, click an option.

4. ClickAdd Filter.
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5. (Optional) Repeat steps 2 through 4 to add another filter to work in
combination with the first filter you added. For example, youmight want to
filter for only those documents/questionnaires that were created within the
last 90 days and that were published within the last 30 days.

6. ClickApply.

Note: To clear any applied filters, below theAvailable Documents box,
clickClear Filter(s).
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Selecting Users
The steps that follow assume that you have already found and opened a user
report and that you see a window similar to the one of the three windows
displayed below. The window you first see when you select a report depends on
which report it is.
Some reports show a list of users with a specific role (document owners,
writers, reviewers, or approvers).

Several reports show a list of assignee groups.

And several reports show the user search tool.
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1. If your PolicyTech system hasmultiple sites, select the site containing some
or all of the users you want included in the report.

Note: After finishing these steps, repeat them to add users from other sites.

2. (Optional) To include archived users in whatever you select next in step 3,
selectShow Archived Users. An example of when thismight be useful is
when you're running a report for a specific time period, and a user waswith
the organization during that period but has since left and has been
archived.

3. Do any of the following:

PolicyTech 10.6 Reports Supplement



368 - Selecting Users

n On theUsers tab, start typing text that is anywhere in a user's first or
last name. As soon as you see the name, click it.

Note:Unlike the other user selectionmethods, searching for users limits you
to selecting one user at a time.

n On all other tabs (Writers,Reviewers,Approvers,Assignees,
Document Owners,Departments, or Job Titles), select one or more
users, departments or job titles; or click theGroups bar and select one
or more groups.

n ClickAdd All From This Site.

n ClickAdd All From All Sites.
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Transitioning to Next-Generation Reports
The release of PolicyTech version 9.6 introduced the next generation of task
reports and the first phase of legacy report replacement, as shown below.

Note:Replaced reports will continue to be available for a time in the
Superseded Reports section.

Static vs. Dynamic Report Results
In legacy reports, all report customization andmanipulation is done using report
settings, with the report results generated as a static document. In next-
generation reports, you set aminimumof report options, such as selecting the
documents and users to include and adjusting a few basic settings, to generate
report results that act as an initial framework.
The results of a next-generation report consist of aSummary and aData pane,
each of which is dynamically customizable to show precisely the information
you need.
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In theSummary pane, you can select a chart type and click on a chart or table
section to immediately filter the results in theData pane.
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In legacy reports, the data layout is predefined, and you have a relatively limited
number of options for controlling which pieces of data to include and how to
arrange them. Next-generation report data is shown in a dynamic grid in which
you can size, rearrange, and sort columns, filter column data, and choose from
dozens of columns to include, as compared to the two or three optional columns
in legacy reports.
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You can also organize the data into groupings by simply dragging column
headings into the grouping bar and then arranging them. For example, you
might want to group data first by task assignee, and then by task type, and then
by document title. Each grouping becomes an expandable section heading
within theData pane.
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The groupings also become sections in the printed or saved report.
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Recreating Superseded Report Results in a Next-
Generation Report
If you've used superseded reports and want to produce approximately the same
results in a next-generation report, refer to the following sections:

Recreating a Superseded Tasks byDocument Report

Recreating a Superseded Tasks byUser Report

Recreating a Superseded "My Tasks & Questionnaires" Report
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Recreating a Superseded Tasks by Document Report
Follow these instructions to recreate any of the following superseded Tasks by
Document reports:

n In Draft

n In Collaboration

n In Review

n In Approval

n In Published

n AllWorkflow Statuses

1. ClickReports, clickTasks by Document, and then clickTasks by
Document - Current.

2. InSelect Documents, for Status, select the status corresponding with the
title of the legacy report you want to recreate. For example, if you're
recreating the In Review report, select In Review - Review.

3. Select documents as you normally would (see Selecting Documents), and
then clickOK.

Some of the report options have different names than those in the legacy
report. Also, some of the options you used to set before viewing the report
you'll now set after viewing the report.

4. If you want to limit the documents to only those assigned to specific users,
clickUsers, clickCustom Selection, and then select users as you would
for user-based report (see Selecting Users).
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Note: In the legacy report, theCustom Selection option for users is under
Detail Options, under Include Document Details.

5. Under Task Options, select the types of taskswhose assigned documents
you want included in the report.

Notes:
n Incomplete andComplete are selected by default, whereas, in the

legacy report,Only Incomplete Tasks is selected by default.
n While there was theOnly Overdue Tasks option in the legacy report,

in this report you can see which tasks are overdue by adding theDue
Status column to the data grid after clickingView Report.

n In the legacy report, if you selectOnly Complete Tasks or
Incomplete and Complete Tasks, you are given the option of
specifying a date range. In this next-generation report, you can specify
a date range by applying aBetween filter to a date column in theData
grid after clickingView Report.

6. ClickView Report.

7. For Layout, select Task Status.
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The new Layout option determineswhat type of information appears by default
in theSummary pane and how the grid is organized and grouped by default in
theData pane. For theData pane, The Task Status layout groups report data
first by document and then by task status, just as in the legacy report.

8. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

Notes:
n There is no Include Graphs option in next-generation reports; the

chart portion of theSummary pane is always displayed.
n Unlike in the legacy report, the chart in this report is a visual

representation of the table data in theSummary pane.
n TheSummary table has been simplified and is different for each

Layout option.
n Some of the summary table headings in the legacy report are no longer

shown in any of this report'sSummary tables. However, some of the
legacy table headings can be added to this next-generation report's
Data grid usingShow/Hide Columns.

9. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

Notes:
n Much of the summary information shown in the legacy report below

each document title can be added to this report'sData grid using
Show/Hide Columns.

n The default task columns in the legacy report are not the same as those
in this report'sData grid. UseShow/Hide Columns to select the
columns you want in the report.

10. (Optional) To save all of the report's current document and user selections,
option settings, and customizations for future use, click , type a name and
description, and then clickOK.
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11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Recreating a Superseded Tasks by User Report
Follow these instructions to recreate any of the following superseded Tasks by
User reports:

n Writer Tasks

n Reviewer Tasks

n Approver Tasks

n Reader Tasks

n Document Owner - Resubmit for Review Tasks

n AllWorkflow Tasks

1. ClickReports, clickTasks by User, and then clickTasks by User -
Current.

2. Select users as you normally would (see Selecting Users), and then click
OK.

Some of the report options have different names than those in the legacy
report. Also, some of the options you used to set before viewing the report
you'll now set after viewing the report.

3. If you want to limit the users to only those assigned to specific documents,
clickDocuments, and then select documents as you would for document-
based report (see Selecting Documents).

4. Under Task Options, select the types of taskswhose assigned users you
want included in the report.

Notes:
n Incomplete andComplete are selected by default, whereas, in the

legacy report,Only Incomplete Tasks is selected by default.
n While there was theOnly Overdue Tasks option in the legacy report,

in this report you can see which tasks are overdue by adding theDue
Status column to the data grid after clickingView Report.

n In the legacy report, if you selectOnly Complete Tasks or
Incomplete and Complete Tasks, you are given the option of
specifying a date range. In this next-generation report, you can specify
a date range by applying aBetween filter to a date column in theData
grid after clickingView Report.

5. ClickView Report.
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6. For Layout, select Task Status.

The new Layout option determineswhat type of information appears by default
in theSummary pane and how the grid is organized and grouped by default in
theData pane. For theData pane, The Task Status layout groups report data
first by assignee and then by task status, just as in the legacy report.

7. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

Notes:
n There is no Include Graphs option in next-generation reports; the

chart portion of theSummary pane is always displayed.
n Unlike in the legacy report, the chart in this report is a visual

representation of the table data in theSummary pane.
n TheSummary table has been simplified and is different for each

Layout option.

PolicyTech 10.6 Reports Supplement



380 - Transitioning to Next-Generation Reports

n Some of the summary table headings in the legacy report are no longer
shown in any of this report'sSummary tables. However, some of the
legacy table headings can be added to this next-generation report's
Data grid usingShow/Hide Columns.

8. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

Notes: The default task columns in the legacy report are not the same as
those in this report'sData grid. UseShow/Hide Columns to select the
columns you want in the report.

9. (Optional) To save all of the report's current document and user selections,
option settings, and customizations for future use, click , type a name and
description, and then clickOK.

10. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Recreating a Superseded "My Tasks & Questionnaires"
Report
Follow these instructions to recreate any of the following superseded Tasks by
User reports:

n Writer Tasks

n Reviewer Tasks

n Approver Tasks

n Reader Tasks

n AllWorkflow Tasks

1. ClickReports, clickMy Tasks & Questionnaires, and then clickMy
Tasks.

Some of the report options have different names than those in the legacy
report. Also, some of the options you used to set before viewing the report
you'll now set after viewing the report.

2. Under Task Options, select the types of taskswhose assigned users you
want included in the report.

Notes:
n Incomplete andComplete are selected by default, whereas, in the

legacy report,Only Incomplete Tasks is selected by default.
n While there was theOnly Overdue Tasks option in the legacy report,

in this report you can see which tasks are overdue by adding theDue
Status column to the data grid after clickingView Report.
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n In the legacy report, if you selectOnly Complete Tasks or
Incomplete and Complete Tasks, you are given the option of
specifying a date range. In this next-generation report, you can specify
a date range by applying aBetween filter to a date column in theData
grid after clickingView Report.

3. ClickView Report.

4. For Layout, select Task Status.

The new Layout option determineswhat type of information appears by default
in theSummary pane and how the grid is organized and grouped by default in
theData pane. For theData pane, The Task Status layout groups report data
by task status, just as in the legacy report.

5. Choose how you want information in theSummary pane displayed
(Working with the Summary Pane).

Notes:
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n There is no Include Graphs option in next-generation reports; the
chart portion of theSummary pane is always displayed.

n Unlike in the legacy report, the chart in this report is a visual
representation of the table data in theSummary pane.

n TheSummary table has been simplified and is different for each
Layout option.

n Some of the summary table headings in the legacy report are no longer
shown in any of this report'sSummary tables. However, some of the
legacy table headings can be added to this next-generation report's
Data grid usingShow/Hide Columns.

6. Customize theData grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

Notes: The default task columns in the legacy report are not the same as
those in this report'sData grid. UseShow/Hide Columns to select the
columns you want in the report.

7. (Optional) To save all of the report's current document and user selections,
option settings, and customizations for future use, click , type a name and
description, and then clickOK.

8. (Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Working with Next-Generation Report Results

Important: This section is for working with the results of the following next-
generation, dynamic grid reports:

n MyTasks

n Tasks byDocument - Current

n Tasks byDocument - All Tasks

n Tasks byUser - Current

n Tasks byUser - All Tasks

For help with any other report, seeWorking with a Finished LegacyReport.

Once you've generated a report (clickedView Report), you can customize and
use the report results in the following ways.

Working with Report Layouts

Working with the Summary Pane

Working with the Data Pane

Exporting Report Results

Printing or Saving a Report

Working with Report Layouts
A layout is a set of default filters, data column arrangements, groupings, and
summary representations that focus on a particular aspect of the task data.
Layouts apply to both theSummary andData panes.
You can select a preset system layout or create and save a custom layout.

Selecting a System Layout Option
The available standard layouts depend on the type of report you're working
with—a task report or a questionnaire report.

Task Report Layouts
With report results displayed, for Layout, clickTask Type, Task Status, or
Publication Status.
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Task Type organizes and represents data primarily by the types of tasks—such
asRead/Complete, Review, and Approve—assigned to the selected
documents/questionnaires or users.
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Task Status organizes and represents data primarily by whether the assigned
tasks are incomplete or complete.

Publication Status organizes and represents data primarily by the workflow
status—Draft, Collaboration, Review, Approval, Pending, Approved, and
Archived)—the selected documents/questionnaires or active user tasks are in.
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Questionnaire Report Layouts
The layouts available in questionnaire reports vary by report. See the following
sections for details on each available standard layout:

Questionnaire Results byDocument

Questionnaire Results byUser

Questionnaire Statistics

Selecting a Custom or Shared Report Layout
You can also select a report layout you previously saved (see Creating a
CustomReport Layout) or one that another user has saved and shared.
Layouts you save appear in theCustom area of the Layoutmenu, and layouts
others have saved and shared appear in theShared Layouts area.
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Creating a Custom Report Layout
1. After clickingView Report, use any available customization options in both

theSummary pane (seeWorking with the Summary Pane) andData pane
(seeWorking with the Data Pane) of task reports or in theData pane (see
Working with the Data Pane) of questionnaire reports to create the report
layout.

2. To the right of the Layoutmenu, click , and then clickCreate new
layout.

3. Type a layout name.

4. (Optional) To enable other report users to select this layout, selectMake
this layout available to other users.
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5. ClickOK.

Your custom layout now appears as an option in theCustom area of the
Layoutmenu.

If you selectedMake this layout available to other users, other users
will see the layout in theShared Layouts area of the Layoutmenu.

Modifying or Deleting a Custom Report Layout
1. For Layout, select the custom layout you want to modify or delete.

2. Do one of the following:

n Makemodifications to theSummary andData pane layouts. Then, to
the right of the Layoutmenu, click , and then clickSave to current
layout.
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n To the right of the Layoutmenu, click , and then clickDelete
current layout.

Setting a Default Report Layout
The default layout is the one that will be applied each time in the future you open
this report and clickView Report the first time.

1. For Layout, select the system or custom layout you want to set as this
report's default.

2. To the right of the Layoutmenu, click , and then clickSet as default.

Working with the Summary Pane
When you clickView Report in a next-generation tasks report, the results are
displayed in twomajor divisions called theSummary pane and theData pane.
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TheSummary pane contains a chart and a table of data pertaining to the
current report layout (seeWorking with Report Layouts). You canmodify or use
theSummary pane in the following ways.

Note: You can save changes youmake to theSummary andData panes by
creating a custom layout (seeWorking with Report Layouts).

Changing the Chart Type and View
A stylized pie chart is displayed by default. To change to a bar chart, click ,
and then click .

PolicyTech 10.6 Reports Supplement



Working with Next-Generation Report Results - 391

To show labels on chart elements, in theSummary pane header, click , and
then clickShow Labels.

To see the details behind a chart element, simply point to it.
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The default or current Layout selection determineswhich Summary and Data
pane views are displayed (seeWorking with Report Layouts). To change the
Summary view without changing the current Data pane layout, in theSummary
pane header, click , and then click a view.

Filtering by Chart or Table Element
Click a chart or table element to show only that type or status in theData pane.
To filter bymultiple types or statuses, hold down the Ctrl keywhile you click
chart or table elements.
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To clear a chart or table filter when only one is selected, click the selected
element. To clear multiple selected filters at once, in theSummary pane
header, click , and then clickClear Filters.

Printing or Saving a Report Summary
1. To print only the Summary pane of a report, in theSummary pane header,

click , and then click aPrint summary.
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2. ForDestination, clickChange, and then do one of the following:

n Select a printer.

n SelectSave as PDF.

3. Adjust the other print settings as necessary.

4. Do one of the following:
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n If a printer is the currently selected destination, clickPrint.

n If Save as PDF is the currently selected destination, clickSave, and
then follow the prompts.

Working with the Data Pane
When you clickView Report in a next-generation tasks report, the results are
displayed in twomajor divisions called theSummary pane and theData pane.

When you clickView Report in a next-generation questionnaire report, the
results are displayed in a data pane only.

TheData pane contains a grid of data pertaining to the current report layout
(seeWorking with Report Layouts). You canmodify or use theData pane in the
following ways.
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Note: You can save changes youmake to theSummary andData panes by
creating a custom layout (seeWorking with Report Layouts).

Grouping byColumnData

Working with Columns

Exporting Report Results

Printing Report Results

Grouping by Data Column
Each column in the Data pane represents a specific type of data, called a field,
in the PolicyTech database. Grouping is a way of organizing report data by one
or more columns. For example, grouping by the Title columnmakes each top-
level grid row represent a document or questionnaire title, while grouping by the
User columnmakes each top-level row represent a user assigned a task.
Document Grouping

User Grouping

You can think of a grouping row as a section heading with a list of relevant data
rows below it. You reveal the rows in a grouping by clicking (expanding) the
grouping heading.

PolicyTech 10.6 Reports Supplement



Working with Next-Generation Report Results - 397

There can bemultiple grouping levels. In the example below, the Data grid is
grouped first by Task Type and then byDocument.

Groupings apply both to the Data grid and to the Data section of printed or
saved report results.

Working with Groupings
Each report has default groupings for each of its layouts (seeWorking with
Report Layouts). Groupings are shown directly above the grid in the grouping
bar.

You add a grouping by dragging a column heading into the grouping bar and
dropping it in the desired grouping position. You can also arrange grouping
position anytime by dragging a grouping to a new position in the bar.

Note:Not all grouping combinationsmake sense. Experiment to find the
onesmost useful to you.
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To remove a grouping and add it back into the grid as a column, click .
By default, a grouping headings are sorted alphanumerically from least to
greatest. To change the sort order, click or .

Working with Data Pane Columns
The default columns and their arrangement are determined by the report type
and the currently selected layout (seeWorking with Report Layouts).

Showing and Hiding Columns
1. In theData pane header, click , and then clickShow/Hide Columns.
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2. Select or click to clear column check boxes, and then clickDone.

Arranging and Sorting Columns
To change column order, drag a column to a different position.

Note:Columns currently selected as groupings (seeGrouping byColumn
Data) are locked in place and cannot be rearranged.
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To change the sort order of data in a column, click the column heading to display
the current sort order (up or down arrow), and then click it again to reverse the
order.

Working with Column Filters
You can use filters to refine report results to include only those records that
match certain column data criteria.

1. In theData pane header, click , and then clickShow Column Filters.
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2. (Optional) By default, a filter will include only those recordswhose filtered
columns contain the text you specify or are equal to the date you specify.
Do one of the following:

n To change a text column's filter criterion, point to , and then clickDoes
not contain, Starts with, Ends with, Equals, orDoes not equal.

n To change date column's filter criterion, point to , and then clickDoes
not equal, Less than,Greater than, Less than or equal to,
Greater than or equal to, orBetween.
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2. Do one of the following, depending on the column type.

n For columns containing text, start typing text in the filter box. The filter is
immediately applied as you type.

n For columns containing dates, click , and then select a date. (If the
filter criterion is Between, select both a start and end date.)

To clear a filter, point to , and then clickReset.
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Exporting Report Results
1. After customizing the report results, in theData pane header, click , and

then do one of the following:

n Click Export to Excel to export report data to a .xlsx file.

n Click Export to CSV (comma-separated value) to export report data to
a .csv file (an Excel file saved in CSV format).

2. Follow the prompts to download and open the export file.

Printing or Saving Report Results
A printed or saved report contains both the Summary and Data panes (task
reports) or just the Data pane (questionnaire reports). The Data section of the
printed report will look similar to the Data pane grid in the report results with all
groupings expanded.
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1. After customizing the report results, in theData pane header, click , and
then clickPrint Data.
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2. ForDestination, clickChange, and then select a printer or clickSave as
PDF.

3. Adjust other print settings as necessary, and then do one of the following:

n If you selected a printer as the print destination, clickPrint.

n If you selectSave as PDF as the print destination, clickSave, and then
follow the prompts.
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Working with a Finished Legacy Report

Important: This section is for working with the finished results of all reports
except the following next-generation reports:

n MyTasks

n Tasks byDocument - Current

n Tasks byDocument - All

n Tasks byUser - Current

n Tasks byUser - All

For help with these reports, seeWorking with Next-Generation Report
Results.

When you clickView Report, the report header contains several options for
working with the finished report.

Lets you send the report to another PolicyTech user.

1. Click , and then after reading the security alert, click
Continue.

2. To select recipients one by one, search for a user by first or
last name, and then click the name in the search results.

3. ClickSend, and then clickOK.

Lets you search for specific text anywhere in the report.

Note:Unlike the browser's Find feature that searches only the
currently displayed report page, searches through the
entire report contents.

Opens thePrint feature where you can adjust print settings and
send all or selected pages of the report to a printer.

Opens thePrint feature with only the current page selected.

Lets you save the report to disk.

1. In theSave As drop-downmenu, select a file format (PDF is
the default).
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2. Click , and then follow the prompts.
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Using Saved Report Settings Features
Saving a Report's Settings

Using a Saved Report Setup to Generate a Report

Emailing a Report from a Saved Setup

Disabling the Automatic Emailing of a Report

Saving a Report's Settings
To save report settings,

1. If the report setup screen is not already displayed, ClickReports, find and
click the report, and then set up the report as you normally would.

2. Click .

3. Type a name and description for this report setup.

4. Do one of the following, depending on what you see:

n ClickOK.

n ClickSave and Close, and then clickOK.
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5. Close the report.

Important: Saving a report's settings does not save the report contents,
even if you clickView Report before saving. To save an instance of a
generated report, do one of the following:

n If you're in a next-generation report (Tasks byDocument - Current, Tasks
byDocument - All Tasks, Tasks byUser - Current, or Tasks byUser - All
Tasks), in theData pane, click , and then clickPrint Data. For
Destination, clickChange, and then clickSave as PDF. ClickSave, and
then follow the prompts.

n For any other report, in the report viewing pane, in theSave As list, click a
format. Then, click and follow the prompts.

Using a Saved Report Setup to Generate a Report
1. ClickReports, and then clickMy Saved Reports.

2. Click the saved report's name.

3. (Optional) Make changes to the saved report's settings.

4. ClickView Report.

PolicyTech 10.6 Reports Supplement



410 - Using Saved Report Settings Features

Emailing a Report from a Saved Setup
Important: This feature is available only if all of the following are true:
n You have been assigned the Report Manager or Administrator

permission.
n You have been assigned a valid email address in your user profile.
n PolicyTech has been correctly set up to send emails.
n You are working with one of the following, previously saved Tasks by

Document or Tasks byUser reports:
n Documents Due for Periodic Review
n Documents with Links to Update
n Document Owner - Periodic Review Tasks
n Document Owner - Links to Update Tasks

After saving a Tasks byDocument or Tasks byUser report (see Saving a
Report's Settings), you can set up a schedule for automatically generating and
emailing yourself the summary portion of the report based on the saved
settings.

1. Do one of the following:

n With the report displayed, click near theView Report button.

n ClickReports, and then clickSaved Reports. For the saved setup you
want to schedule, clickSet up email frequency.

2. SelectEnable Periodic Report Emails.
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The window expands to show scheduling options.

3. In theSend Email Frequency area, clicking one of the four options in the
list on the left changes the options displayed to the right of the list. In the list
on the left, do one of the following:

n ClickDaily, and then do one of the following:

l ClickEvery, and then type a number of days between recurrences.

l ClickEvery weekday if you want the report generated and emailed
on each business day (Monday through Friday).

n ClickWeekly. In theRecur every box, type a number of weeks, and
then select the days you want emails sent during a set week.
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n ClickMonthly, and then do one of the following:

l ClickDay, type a number for the day of themonth, and then type the
number of months between recurrences.

l ClickThe, select an ordinal number (First, Second, Third, Fourth,
or Last), select a day, and then, in last box, type the number of
months between recurrences.

n ClickYearly, and then do one of the following:

l ClickEvery, and then select amonth and day.

l ClickThe, select an ordinal number (First, Second, Third, Fourth,
or Last), select a day, and then select amonth.
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5. Next to theStart box, click , and then navigate to and click the date when
you want automatic emailing of reports to start.

6. In the second box after Start, type the time of daywhen you want the
emails sent.

Notes about the number of email occurrences:

n Report emails will be sent amaximumof 50 times on the currently set
schedule. After 50 occurrences, emailing is disabled. To start emailing
the same reports again, open the saved report setup, selectEnable
Periodic Report Emails and select a new start date.

n Rather than keep a running total of occurrences, PolicyTech calculates
an end date based on the schedule settings at the time you save them.
It then disables emailing of this report once that date passes. For
example, if you selectDaily as the recurrencemethod and want emails
to go out every 2 dayswith a start date of 6/1/2014, the first email is
sent out on 6/1, with each subsequent email sent out every other day
thereafter (6/3, 6/5, 6/7, and so on). That means the 50th and last
occurrence of the periodic emails falls on 9/7/2014—the calculated end
date. As soon as a report email is sent on that date, PolicyTech clears
theEnable Periodic Report Emails selection.

n To disable periodic report emails at any time before 50 occurrences,
open the saved report setup, and then click to clear Enable Periodic
Report Emails.

7. ClickSave and Close.

An email similar to the one shown below will then be sent to at each "send"
occurrence in the set schedule. Open the attachment to view the report
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Disabling the Automatic Emailing of a Report
After enabling a report to be emailed to yourself automatically on a set
schedule, you can easily disable this functionality at any time.

1. ClickReports, and then clickSaved Reports.

2. For the report you want to disable, click the button with the displayed date
and time for the next scheduled email.

3. Click to clear theEnable Periodic Report Emails check box.
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4. ClickSave and Close.
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Creating Custom Reports with Excel
You can create any number of custom reports using document and user data
fromPolicyTech combined with the rich data display functionality of Microsoft
Excel.

Important: It is not within the scope of this topic to teach how to use Excel
features. The topic assumes that your knowledge of and skills in using Excel
are at an intermediate or advanced level.

The Excel Report Template
When you create an Excel report using PolicyTech data, you are, in effect,
creating a template. If you are an administrator or have been assigned the
template role, you can create the report as a PolicyTech template. Otherwise,
you can create the template as a stand-alone Excel file.
We recommend creating the template inside PolicyTech for the following
reasons:

Control
n Reports (documents) created using the PolicyTech template are stored in

the PolicyTech database with version control.

n PolicyTech saves copies, or snapshots, of each report whenever both the
content and status of the report document change.

n You can set up email reminders for reading the report and reviewing it to
ensure it is up to date.

Security and Access
n Only users with assigned permissions can view or edit the reports.

Document security options range from allowing the public to view the
document down to only allowing administrators to view it.

n The report can be viewed or edited fromwherever PolicyTech users have
Internet access. If a user needs to access or edit the report offline, the
report can be downloaded and then imported back into PolicyTech so that
any changesmade offline are preserved.

Functionality
n The full Excel feature set is available.

n You can edit the Excel template in PolicyTech (in a browser window) or in
undockedmode, where you edit the template within the Excel application
for Windows®.
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Notes:
n Whenworking in Excel in undockedmode, each time the worksheet is

saved a copy of it is automatically uploaded to PolicyTech.
n Editing an Excel document in a PolicyTech browser window may

require a double-click to activate a cell or use shortcut keys, such as
Ctrl+C and Ctrl+V.

n SomeExcel functionality, such as protectedmode, may disable certain
PolicyTech editing tools, such as inserting document properties.

Creating an Excel Report Template
1. Do one of the following:

n Add an Excel template in PolicyTech and assign its properties. Be sure
to selectExcel Spreadsheet as the document type. (See "Creating a
Template" in the Administrator's Guide for detailed instructions.)

Note: If you prefer to work with Excel undocked from the PolicyTech
browser window, see "Working withWord or Excel Undocked" in the User's
Guide.

n Create a new workbook in the Excel application.

2. Do one of the following, depending on the type of PolicyTech report you're
generating:

n Generate one or more next-generation reports. Then, in theData
section header, click , and then clickExport to Excel.
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n Generate one or more legacymanagement reports with Microsoft Excel
Raw selected as the output format.

3. In the template'sEdit Documentwindow or in the stand-alone workbook,
copy and paste the exported report data into a template worksheet. (You
maywant to copy and paste only the report headings into the template.)

Important: Youmaywant to designate one worksheet for storing only the
PolicyTech report data and then format the report on a different worksheet,
with cell references to the report data. This will preserve the ability to quickly
copy and paste PolicyTech report data.

4. Add report content, such as headings, formulas, graphics, charts, and
tables, and then save and close the template or stand-alone workbook.

5. Save and close the template.

Generating an Excel Report
Now that the template is in place, you can create the actual report.

1. If you created the report template in PolicyTech, create an Excel document
as you normally would (see "Creating a Document" in the User's Guide)
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and assign the report template to the document. If not, skip this step.

2. Run the report or reports containing the data the report template needs,
and then copy and paste the data into the report.

3. Save the report document (workbook).

Note about PolicyTech documents:Unless you want the report
document reviewed and approved, you should probably keep it in draft
status.

4. The next time you want to run the report, do one of the following:

n If you don't care about losing the data from the last time you ran the
report, simply copy and paste the new data over the old.

n To preserve the report with its previous data, do one of the following:

l If you created the report document in PolicyTech and are an
administrator, set the document as approved (see "Setting a
Document as Approved" in the Administrator’s Guide). If you're not
an administrator, send the document through the review and
approval process until it is approved (see "Submitting a Document or
Questionnaire toWriters, Reviewers, or Approvers" in the User's
Guide). In the approved document, create a new version (see "Doing
a Periodic Review and Creating a New Version" in the User's
Guide), and then copy and paste the new data over the old.

l If you created the report in stand-alone Excel, copy and paste the
new data over the old, and then useSave As to save the workbook
with a different file name.

Sample Reports
In the simple report below, the table was created from the data of aDocument
Assignments by Title report, and the data was copied directly into the table.
Notice that PolicyTech sorts the rows alphabetically ascending—first by title,
and then by assignment type. You can change which column is the first sorting
key by clicking the down arrow in the column heading and then selecting a sort
order. However, since the data is copied directly into this report to create it, you
wouldn't want to change the column arrangement so you could copy and paste
new data directly over the old.

Note: If you create a table fromPolicyTech report data, youmay need to
adjust the table size each time you copy and paste new data into the report.
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In the report below, the data was copied into a worksheet separate from the
report worksheet, and cell referenceswere used to populate the table. Notice
that the column arrangement has been changed to show the key sorting column
(Title) first. Also, theVersion column has not been included, because the
version number is already included with the document title. Changing the
column arrangement does not disturb data entry, because the report data is in
another place.

The report below includes a pivot table created from the same data as the
previous two reports.
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