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POWER®FLEET®

NAVIGATING REPORTS

Accessing the Reporting Main Page

To access reports from the Home page, select Reporting from the global

navigation bar at the top of the page.
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Vision Pro Online Help

For detailed information about the Reporting main page, click the question

mark 9

icon to access the Vision Pro Online Help Knowledge Base.
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Reporting Main Page | Reports List

On the Reporting main page, the Reports List displays a list of all available

reports.
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Report names appear as hyperlinks.
Clicking on the report name will run the
report in its As Saved configuration. This
means the report data will run in its native
form, reflecting the timeframe when the
report was last saved, and including any
filters applied to the report at that time.

As you navigate, search, and filter
through your reports and reports folders,
the Reports List will update to display
those results.

Reports List (All Folders)

Checklist Completed Detail by Group
Lockout Trend

Checklist Critical Warning Response
Checklist Issue Trend

Checklist Non-Compliance Event Details
Checklist Profiles

Checklist Warning Critical Response
Compliance Shift Configuration

Current Location & Status Snapshot

Current Location and Status Snapshot
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Reporting Main Page | Recent Reports

Recent Reports ~

WAC Firmware Status Scott
Vehicle Health Verification

mpact Detail by Operator

System Change Audits

Usage Group Summary

Jsage Period Assigned Vehicle Summary Top 10 Graph
mpact Daily Summary Graph by ext id with severity filter
Fault Code Details

Group Expiration for Operators

Lockouts and Releases Detai

The Recent Reports section displays a
list of the most recently generated
reports. Having quick access to these
reports is helpful if your role requires
you to run the same report(s) on a
regular basis, or you need to quickly
re-run a report. Just locate the report,
click on the hyperlink, and it will pull
the data and run the report again.

Reporting Main Page | Folders

The Folders section contains a collection of default report folders built and

maintained by PowerFleet that cannot

be changed by local users.

However, the Public Reporfs and My Reports folders can be used as locations to
save any report, including reports you edit and customize.

B Al Foldars

Reports saved in the Public Reports
folder can be accessed by anyone who
has access to your Vision Pro software
site. Alternately, you can create, edit or
customize reports and save them to the
My Reports folder, a private location that
cannot be accessed by other users.

Selecting a folder will result in the main
Reports List displaying all reports found
within that folder.
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Reporting Main Page | Search Folders

The Search Folders filter allows you to search for specific report folders. Begin
entering the name of a folder and results will automatically be displayed as you

type.

The Search Folders filter also finds reports based on the search term you enter.
For example, if you enter the term “checklist,” then all reports with the word
“checklist” in the name and any reports in folders with the word “checklist” will
be displayed.

Reporting Main Page | Search Text

The Search Text filter allows you to search for specific reports. Begin entering the
name of a report or folder and results will automatically be displayed as you

type.
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Reporting Main Page | Filters | Combination Search

To perform a Combination Search of your reports, select a specific Report
Folder...

B All Folders
B My Reports
I Administration
B Aviation
B Battery and Charger
BB Impact Al
I Mal’ntewgk Planning
@ Messaging
I Operator Analysis
BB Safety Compliance
B System Settings and Diagnostics
B Vehicle Analysis

...and enter keywords to filter by search terms found in the reports within that
folder.

Reporting

Search lolders Szarch Text

Reporting Main Page | Reports List | Column Headers

The columns in the Reports List display the report:

e Name

o Folder where the report is located

e Last Modified Date

e Schedulesicon

e Acftions carat to access a drop-down menu
Reports List (All Folders)
102805y Ociow DS Y View/ s orPukiicACcosz Point bwentory Putiic Reports Ape 5,201 [2) -
102 8ecs it cer Uszage Vehicies My Regerts Apr 19,2012 o
10280SY=cPrivateDeleteTos oyl DSV5ul My Reports Apr 5,201 (o] -
102405 Y=cPrivateGrown Expration for Opomtorz My Regorts Age 4. 2012 o -
1C2UCSYouPutiieGroup Sxpiration 4or Cpemsoes Putlic Repores Ape 2012 c) -
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Reporting Main Page | Sorting the Reports List

You can sort the Reports List by clicking on the sort icons @in the Name, Folder,
or Last Modified headers.

Reports List (All Folders)
e AL polom LAST woowTn rommmars AcTm
D DAIIEVIEOEI 018105 YV ewUs 1P awie ALERLE PRInt Wwvaninry ‘ PLbiic Ruports Ape 8,200 O
Urega Vil My Reports Ape 19, 200 0]
My Raports Ape 8,200 o}
160:0.@ Bapretan he Opernion My Reperts Apr 4, 2000 (]
Bup Kaphiation Y Cperatey Public Rapors Ape 42010 (o]

Reporting Main Page | Reports List | Schedules

Clicking on a Schedules icon opens a window that displays the corresponding
report’s assigned schedules.

Reports List (All Folders)
. dass rOLDes LAST MOOeLD I sOeDues
02305 ¥1uDeewmiDS Y ViewlizerP0bc Acc ety Powet Invamtary Pusic Repons A S 20 (0]
Witz yzil ow Usoge Vericies Wy Repores A 19,2018 jz
02 3105 VEuFrtvansOvletaTesmDytOS Viut Wy Reports Agr S, 2018 ©
MW UDS T riineGreup Eagiryton far Oseraters Wy Repars Apr & 200 (o]
02205V PuticGroug Espraziea for Opertasa Puslic Repoets Ape 48,2018 o

Here you can view existing schedules that have been created for the report. This
window also allows you to quickly create a schedule for the report by clicking
on the + Create schedule button.

Subscriptions (Vehicle Usage Detall)

Job Name  Owner State Last Run Neoxt Run Enabled

Uaining NORMAL 0100001120000 AM  05-08-2078 114200 AM  Yes rd b
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Reporting Main Page | Reports List | Actions

Select the caraticon in the Actions column to Delete, Subscribe to, or Edit the
corresponding report.

Reports List (All Folders)
s - FOLeR LABT MOOFED L SOMnOES ACTONS
WIVCETIuDeiemI DAY View L sorPutiicAcTass Point invgntary Pubiic Reports Apr 5. .20% e
My Report= Ape 19, 2018 o -M:
My Reports Apr 5,203 o ‘
WILOTYsufriemmCenun Bspimbon foc Operntars My Reparts Apra, 2000 o
O1ocp Lapinacen far Oouraters Putlic Reparts Aot 4, 2018 o

Reporting Main Page | Navigating the Reports List

The page numbers located in the
lower left of the screen allow you

to jJump to a specific page. Use n
L4

the << .and >> arrows to advance
to the beginning or end of the
Reports List.

In the bottom right of the screen, you can select
10 25 50 100 a pagination button to view 10, 25, 50 or 100
reports at a time.
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Running Reports | Reporting Main Screen

On the Reporting main screen, report names appear in the Recent Reports
section and the Reports List as hyperlinks.

Click on the report name to run the report in its As Saved configuration.
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A load window will appear while the system collects information to display the

requested report.

Depending on the report timeframe and the amount of data being pulled for

Please Wait

r Loading..,

Cancel

the report, a report load times may vary but should not be excessively long.

10
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Running Reports | Report View

Running a report displays the most recently generated report data in the Report
View screen. The Report View is designed to display report data in a presentable
format that makes it easier for you to review and modify the report.
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Running Reports | Report View Confrols

A set of menu items and navigation controls sits above the report table.

= POWERQFLEET Home Vidbiky- Peope Groups Asetss Messaging  Feportng D - =

Seperings View _  Go gk [ 7]

:-d“ =~' m S - 200 v shresen Qe 4 B L
The upper-left corner of the Report View displays the toolbar below:

Impact Summary by Day - Graph_report  ovawrefresnea 02111032t 113020 €

The report type & the name of the ‘Impact Summary by Day - Graph_report
report

Date and time when the report
data was last refreshed

@

Data refreshed 2021-11-03 at 11:39:24

A button to refresh the report data | ¢#

12
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The upper-right corner of the Report View displays the toolbar below:

- o 100% |+ search report Liv 4 p Page 1 Ca N

Zoom controls - 4 100% | v

Tools to navigate and
search the report

The report’s page count Page 1

13
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Running Reports | Export Report

In the upper-left corner below the Report Name, the E.
Report View displays the Export Report icon. i
As Excel (Paginated)
E:, . . As Excel
Click on the icon to access the Export Report As CSV
tool and select the file format for your report. As DOCX
As RTF
As ODT
. As ODS
Running Reports | Input Conftrols A
In the upper-left comer, below the Report T

Name, the Report View displays the Input
Conftrolsicon.

E Click on this icon to access the Input
Controls.

The Input Confrols define the basic

parameters of your report. This is where you Tm———_ ———
can review settings for the reporting period

timeframe, as well as the groups, shifts and Al

default filters applied to the report. It's also g

where you can access advanced options for

modifying your report.

From the Input Controls window, you can customize a report by modifying its
Report Period and default filters, as well as adding other filters such as Vehicle
Name or Operator Name.

For instruction on using the Input Conftrols to edit and modify a report’s
parameters, see Customizing Reports.

14
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Running Reports | Chart Report Values

Chart Reports with values displayed in the header can be dynamically updated
by clicking on the sets you want to include or exclude from view.

;:-n Dady Sumarary - Gragh

Running Reports | Tabular Reports

In addition to the same tools and features available when you run a Chart
Report, Tabular Reports give you access to a subset of additional editing and
search capabilities, such as:

« conditional formulas
¢ column and table layout
« redisplaying the report as you make changes

Kmpsct Detad

Vehecie impact Date Time Severity Status Predmpect  StetusAtimpact  Statas Postémpsct  kwpact Location

KT 04207 Mey? 201 S A 14AM 1. MODERATE o vancn 1atize e,
PR 33182 My 72018810 42AM 3. MEDUM Leanzer wenor Lt e s
AT 00207 Moy7. 2018 ET440AM 1. MODERATE o vaser Mase CASF O, fUmmon
PRINTD May7.3018220325M 2. NEDWM wonon tener Motise i
=1 May 7. 2018 230 45 00 0-LOW woson Voo Motion wen Lt '&‘,’J,"_’;:&f
PR30 Moy7,2018 124242PM  D-LOW ) wosen Motioe win Lt g eiid
PR Moy7.2013 122846 PM | 0-LOW Vanon wonen Motise wen Lt Wp Ay ferddais
=5 MPy 7. 301 AS35AM 2. NEDUM wason venan Matize KAl

For instruction on creating and applying conditional formulas, navigating, and
modifying column and table layout, and additional editing features of Tabular
Reports, see Customizing Reports.

15
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CUSTOMIZING REPORTS
Customizing Reports | Edit Mode

To begin customizing a report, run the report and then click the Edit button
located in the upper-right corner above the report tool bar.
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Or select Edif from the Action column in the Reports List.

Checklist Critical Warning Response OSHA Checklist Mar 9, 2016 ® -
Checklist lssue Trend Maintenance Planning Mar 29, 2016 ®

Delete
Checklist Non-Compliance Event Details Safety Compliance Mar 9, 2016 ®

Subscribe
Checklist Profiles Safety Compliance Mar 9, 2016 0] Edit
Checklist Warning Critical Response Maintenance Planning Feb 29, 2016 Q] -

16
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Edit Mode | Input Confrols

When you open a report in Edit Mode, the Input Controls automatically appear

in the center of the screen.
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Edit Mode | Filters

The upper-right corner of the Edit Mode screen displays filters for the report’s
columns and rows. Use the Columns and Rows sliders to adjust how column and
row data is filtered in the report. As you adjust the sliders, you will see the data

levels adjust accordingly.

@ Lockeut Durstion « Graph

[ - - 5
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Data Level s ol
Columns
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v
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v
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Edit Mode | Menu Options | Saving, Exporting & Editing

The menu bar above the report display contains the following option for saving,
exporting, and editing your report:

- % =

H.

Save | To save a default report that you've modified, select Save As, rename
the report, and choose the Public Reports or My Reports folder as the save
destination.

e

Export | Access the list of available file formats to export your report.

o,

Undo | Undo the last change you made to the report.

~»

Redo | Redo the last change you made to the report after selecting the Undo
option.

12/

Undo All | Reset the report to the its last saved configuration.

7

Switch the Groups | Selecting this icon will switch rows and columns. In other
words, rows become columns and columns become rows.

18



POWER®FLEET®

z$
Set the Sort Order | Access
options for sorting data. A
window will open with a list of
available fields on the left. Use
the right arrow * to add and
the left arrow to remove *
available fields to and from
the Sort On: list. Use the up and
down arrows to the right of the
Sort On: list to adjust the order
and use the [ icon in front of
each field name to define
whether the field should
display data in ascending or
descending order.

E

Change the Input Values |
Selecting this icon will allow
you to adjust the report
parameters. The Input Controls
window will open with options
for adjusting the data
displayed in the report (for
example, the report period,
shifts included, groups
included, etc.). After making
changes, click on the Apply
button.

Avashalie ¥ sids

Sort On

Input Controls

* Report Period

Year

* Week/Month/Year

2016

From Date/Time

To Date/Time

Available: 4

ALL SHIFTS
First Shift
Second Shift
Third Shift

Reset

=3 -

Cancel

Selected: 0

19
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Edit Mode Menu Options | Display Formats & Display Data

The menu bar above the report also contains and Icon and drop-down menus
that allow you to select how your report and its data appear on the screen
while in Edit Mode.

h. | Full Data v |

Select Visualization Type | The pop-up menu lets you
select how the report data will be displayed.

Display Data | The Display Data drop-down menu lets
53|‘|"||:||E Data ¥ you select how much data will be displayed on

screen. Select Sample Data, Full Data, or None.
Sample Data

Full Data If you're making several changes and want o see
Mo Data how they impact the report as you modify it, the
Sample Data setting lets you quickly view changes as
you edit the report.

20
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Display Format | Table

When editing a report displayed as a Table, click on the Gear [con to select
whether you want your report’s Detailled Data, Totals Data or both the Detailed
and Totals displayed on screen. You also have the option to Hide or Show
Duplicate Rows as applicable.

o Detailed Data o Detailed Data

Totals Data Totals Data
Details and Totals Details and Totals
Hide Duplicate Rows Show Duplicate Rows

21
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Display Format | Chart
When editing a report displayed as a Chart, click on the Gear lcon to adjust

the report’s Chart Format.
Chart Report | Chart Format

The Chart Format controls allow you to customize properties of the selected
chart type, such as Axis, Labels and Appearance. You can also access
Advanced customization options to modify nearly every aspect of the chart
report.

Tty .

o]

Axis Labels Appearance Advanced
Property Value
end.revarsed true / ﬁ
series.shadaw false / ﬁ
yAxis.gridLineWidth 0 VR
yAxis.finewidth Y ﬁ
xAxis. lnawidth / ﬂ
colors [*“2iMh2"."= 43 t #bd | / ﬁ
xAxis.gridUneWidth 0 / ﬂ
xAxIs. HckWigth 0 / ﬁ
yAxIs.bckWidth / “—. =
Add New Property
More Information
Apply oK Cancel

From the Advanced tab, click on More Information to access a full list of
Advanced Chart Formatting commands with definitions and descriptions for
every command’s Property and Value.

22
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POWER®FLEET®

Display Format | Crosstab

Editing a report displayed in a Crosstab view provides a tabular summary of your
report and allows you to edit its values within a table format.

1) el -
W B. « ® 0 - M Faces v Seiact Wainkantion Type x
e

R
e
k

You can right-click on a row or column to access a list of editing options specific
to that section, such as, excluding or only keeping certain sections.

23
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Edit Mode | Fields & Measures

The left side of the Edit Mode screen lists Fields and Measures. These are the
building blocks of your reports. When you think about modifying or customizing a
report, think about it terms of modifying or customizing the displayable fields and
calculable measures that make up the report.

Yoo =00

e - ™ o -
¥ - LD [} - P

I
l
%

{
ﬂ

Fields & Measures | Fields

Flelds are content-based data elements that can
be displayed on areport. The items in the Fields list I Flelds
represent all the available data content that can Q

be displayed on the current report. e
Abe Lck_First_Name

To find a specific field, scroll through the list or . VA

enter keywords into the search box.
Abe Lck_Access_ID

Abe Lck_Opr_Ext_ID
abe Lck_Opr_Class
Abe Lck_Job_Title

Abe Security_Level

24



POWER®FLEET®

Fields & Measures | Measures

I Measures

123 Row_ID

123 Shift_ID

123 Year

123 Locked_Dur_Days
Jx LockoutCount

fx NewMeasure

Measures are formula-based items that can
calculate data and display the calculated results on
the report. The items in the Measures list represent all
the available calculable data elements that can be
displayed on the current report.

To find a specific measure, scroll through the list or
enter keywords into the search box.

Adding Fields & Measures to a Report

To add a field or measure to a report, click and hold

on the desired element and then drag and drop it into the Columns, Rows or

Groups area.

] Topic: VMSVehicleHealthT. ..

I Fields
Q

Ab¢ Access Mode =
Abe Activity Assignment
® Authorization Sync Date

Ab:

Barcode Idle 1
Barcode ldle 2

=
-4

Barcode Thresh 1

=
-4

Ab¢ Barcode Thresh 2
ab¢ Barcode VIM

Abc Battery Staty

e

Abc Battery Volt# VIM
abc Behavior Profile

® Behavior Sync Date
(® Checklist Sync Date

B B, « - ¢ 58 & | W | [raiom
PSR cecerysaus x| veicie x ] veciepe x ] owy ice astpetet x| mservie x| necem e

Groups

Vehicle Health Report

Vehicle Vehicle Type Days Sinc;eLtzﬁ In Service
?ggg;PSE;;SOO Pallet Jack Rider 13 | Yes
?ggg_g?zzsoo_ Pallet Jack Rider 13 Yes
e Pallet Jack Rider 9| Yes
?ggé:ﬁfoo' Pallet Jack Rider 9 Yes
?g;g;%%soo' Pallet Jack Walkie 8  Yes
?825-9?5945500— Pallet Jack Rider 7 Yes
?ggg;gg?oo' Pallet Jack Rider 7 Yes
?(0)(213‘-32591500— Pallet Jack Rider 7 Yes

8006-PE4500-

10200200

Pallet Jack Rider 7  Yes

Alternately, you can right-click on the field and select Add to Columns, Add to

Rows or Add to Groups.

25
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The report editor is designed with built-in logic to prevent it from presenting your
with Add fo... options that can’t be supported based on the report type or its

_ parameters.
l Flatgs : Cotumns 3 T0d
l Wersures : $0C
Q Groves Q %;
Al Barcooe kike 2 - 123 LOST HANGUY HOUrS > :c-
p Y - 121 Loaded Thl " ‘5‘4“ i
A Barcoce Theesh 1 Qo . s Al as Columr * E
A Barcoce Thresh 2 sl = Croate Filtor :
Am Battery Status Add as CO‘U?* 53 123 Memory Rose ;
.N USe a5 Fiee
Aw BatteryVoltage  Add as Group 52 e Bakatng -
-7 121 Ocom Speed ORFFFTT=—TG2
A Beéhavor Profiy Create Filter 53
y ." . . .
© Benavior Synct 93] Adding Fields & Measures as Report Filters
® Checkiist Sync | Use for Sorung ;.Pf . .
s Conliguration$ .+« To add a Field or Measure as a report filter,
e B Fhinaard Jwessmese o click and hold on the desired element and
© Empioyee Sync OB w5 then drag and drop it info the Filters section.
102052
Ak Engine On Kite 1 8006- b4
Ak Engine On Xile 2 Y },E;;"é =300
[ COUROUL U enon - GIapn
l-‘-mmn—m -k - ) = - - : '
l - [ -} e o -] ros o
[ == rooem ]
o o,.
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Alternately, you can right-click on the field and select Create Filter.

ax Co

a Barcooe Thres

Am Battery Voitage
A Beénhavior Profily
® &Benavior Syncl

© Checkiist Sync|

Ak Engine On kile 2

sl

A Battery Status

Add as Column

Defining Filter Values for Fields & Measures

On the right side of the screen, under the
Filters heading, you'll see a new filter for the
field or measure you added.

Click on equals v to access the drop-down
menu of available filter values. Select the
values that will define how your field or
measure will be filtered in the report.

¥ B.Operi*-=

Aimiokun

is one of

is not one of
equals

is not equal to
contains

does not contain
starts with

does not start with
ends with

does not end with

Q $01
102
ANETY "o = 391
21 Loaded Thl " :
. Al as Column k
Lopcal 1D 8
ne io reote f 1
121 Login Hours H
Moticn Maury i !
112 Mamory Rose '
[
121 QGom Hours Ui asy 1
?
121 Qoo Speed DRI AR

i1 Filters Bl

Data Level
* A.Partial equals » E-
False Q
Y "
* B.Operator Equahr B
Aimiokunvbivbie, Christopher q

These filter

values are similar to logical or comparison
operators you might use to create formulas in
Excel or other spreadsheet programes.

27
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After you've set up your filters, click on the
Apply button and the report will redraw itself
using the field and/or measure filters as you
defined them.

Creating a Calculated Field

To create a new calculated field or measure, click on the icon to the right of the
Fields or Measures section header, and select Create Caolculated Field or Create

Calculated Measure.

* Custom Filter Expression

Example: A or (B and C)

Measures

Create Calculated Measure...

Fields = L =
Create Calculated Field...

The New Calculated Field or Calculated Measure window will appear.

ew Lt dated Fatid
* wiil Naerre
Pow Cakouiluted Vewmars
tiww #iald
Furrmals Susber ey Colestateeny Tom N..,_,...{
Formisn
* ermrina Dastswr ey Caledatian
ks
‘ * /194 ] AN
s + - % 1 % 1 ) " o NOT Iy - ') > € @
ML \te
L nbike . ’
" ch erage Abe
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Enter a name for your new field or measure in the Field Name / Measure Name
box.

New Calculated Field New Calculated Measure
Field Mame: Measure Name:
| MNew Field | New Measure

Double-click on an element in the Fields and Measures list to add it to your new
formula.

Fields and Measures:

Abe Lck_Access _ID -
Abe Lck_First_Name

Abe Lck_Job_Title

Abe Lck_Last_Mame

Abe Lck_MI

Abe Lck_Operator

Abe Lck_Operator_And_veh...

Abe Lck_Operator_Group -

Similarly, double-click on a formula function in the Functions list to add it to the
formula.

Functions: Function Description:

Absolute -
Attribute

Awverage

Boolean

Case

CaseRange

CaseWhen Show arguments in formula

Concatenate -
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Click on a Function to see its definition in the Function Descripfion box.

Absolute - Average .

Attribute The average (mean) value of all inputs based on an

optional level, which can be Current (default),

ColumnGroup, ColumnTotal, RowGroup, RowTotal,

Boolean
Tota
Case
Average( "NumberFieldName", 'Level") -
CaseRange
CazeWhen

Show arguments in formula

-

Formatted information that you're required to provide for a function is called an
argument. For example, the Average function (shown above) requires that you
enter arguments for “NumberFieldName” and “Level.”

To have the Function arguments visible
in the Formula, check the Show :
arguments in formula box, and the ¥ Show arguments in formula
arguments will display as shown below.

Formula Builder || Summary Calculation

Formula:

"Impact_Level” Average("NumberFieldName", 'Level")

Uncheck the Show arguments in formula box if you prefer the Function to
appear in the Formula without any definition of argument, as shown below.

Formula Builder Summatry Calculation

Formula:

"Impact_Level" Average()
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Select the Operators your formula requires from the row beneath the formula
box.

] =]l el O D] a1 or ][ wor [ m ] [=][=][=][<][=] [«

To choose a calculation type, click on the Summary Calculation tab and select
one of the options from the Calculation drop-down list.

| Formula Builder || Summary Calculation

Calculation:
' CountAll v ]

None

CountDistinct
Custom
Mode

Once you've finished building your formula, click on the Validate button to

make sure it will work.
Validate

An invalid formula will return a message like the one below and provide an
explanation of why the formula failed validation.

A Undefined variables: v

A valid formula will return the following message:

VAT Rl @ Vvalidation successfull
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When you are finished, click on the Create Field / Create Measure button o
save your new calculated measure.

—

A banner will appear at the top of the screen to confirm that a new
field/measure has been added, and your new calculated field/measure will
appear in bold in the Fields or Measures list.
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Creating a Schedule

To view or create scheduled reports and set up subscribers to receive the
reports as scheduled, click on the Schedules icon on the right side of a report

row.

Reports List (All Folders)

a - rouwes LAST MODPED © soeswes
102205 ¥1uDeaOS Y ViewlizerP oic Az e a2l Poret Invamtary Pusic Repors A S, 2018 o}
Wit ymulow Unage Viohicies ¥y Rpore: Az 19,2018 P

102 SIOS VIS rivans ColotaT eIty OS Yaut Wy Reports Ape S, 2018 o)

T2 UDS T FriinteGroup Sagiraton tor Oseraters ", Pesor Apr 8,201 ©
102305V PuticGrocg Essrotica fer Opersaon Public Repons Ape 4,208 o)

A pop-up window will open displaying any existing schedules. To set up a new
schedule, click on the +Create Schedule button in the upper-right corner.

Subscriptions (Vehicle Usage Detail)

Job Name  Owner State Last Run Next Run Enabled

raining: NORMAL 01-01.00011200.00 AM  05-08-2078 114200 AM  Yes 4 x

The Add new schedule window will appear.

Add Report Schedule (Vehicle Usage Detad)

Job Name:

Recurrence:

Start Date:
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Job Name
Enter a name to briefly define the purpose of the schedule.

Job Name:

Field is required.

Description

If needed, enter a more detailed description of the schedule.

Description:

Recurrence

For the Recurrence Type, use the drop-down menu to select how often and
when the selected report should be scheduled. Recurrence options are:

e None —-no recurrence
o Simple — defined by timeframe values
e Calendar - defined by calendar date(s)

Recurrence:

Recurrence Type

None v

Simple
Calendar
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Start Date
Define the Report Schedule’s Start Dafe.

Start Date:

* Immediately

-~ On .?eciﬁc date:

il

If the schedule is recurring, define the End Date.

Output Options
Confirm or modify the scheduled report’s File Name and select the file Format.

Output options N
File Name:

Access_Control_Bypass__ID_Optional_Mode__History

XLS XLSX
HTML PPTX DOCX
oDs

Formats:
POF csv
RTF
opT

Output To:
Select how you want the scheduled report to go out, either via email or FTP.
Output To:
Email v
FTP

Output to Email

Complete the fields need to enter the email addresses for your scheduled report
recipients, as well as a subject line, and a message to be included in the body
of the email.

Select whether the scheduled report(s) should be included with the email as an
aftachment in the previously defined file type or as a Zipped attachment of
those files.
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® Include report files as attachments

Include report files as ZIP attachment

You can also select to choose to opt out of sending emails for empty reports.

Do not send emails for empty reports

Output to FTP

To schedule your report to output via FTP, complete the fields to provide the
Server Address, Directory name, User Name, Password, and Port. Select whether
to enable FTPS. After entering the information, you can make sure the FTP
connection works by clicking Test Connection.

Output To:
FTP v

Server Address:
File Handling:

Overwrite Files
Directory:
Sequential File Names by Timestamp

Timestamp Pattern:

Fieid is required

User Name:

Field is required.

Password:

Field is required

Enable FTPS
Port:
21

For outputting to a network folder, you will need to specify the name of the
folder. Choose whether you want new reports in this schedule to overwrite
previous reports, if you want the report files to be sequenced by timestamp and,
if so, configure the timestamp pattern.
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Add the New Scheduled Report

Click Add to create your new scheduled report.

Subject:

Here Is the awesome Access Control Bypass Histary réport sveryone wanted

Message:

The amazing Access Contiol Bypass Mistory report s attached

@ Include report files as attachments
) Include report files as ZIP attachment

7 Do not send emalls for empty reports
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