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1 ABOUT THIS DOCUMENT

This User Guide is an easy to follow step by step guide to enable you to learn the features of
Report Builder.

You will find symbols to instruct you through this document, these symbols are as follows:

@ ACTION: INSTRUCTION FOR THE USER

o)
NOTE: IMPORTANT INFORMATION TO THE USER

2 INTRODUCTION

The Vivantio Report Builder solution provides a full featured reporting tool, allowing you to design,
build and publish your own reports as well as the ability to edit existing reports.

This guide provides a quick introduction to installing Report Builder and building your own custom
reports. It is assumed that you have some prior knowledge of designing and building reports,
using a tool such as Crystal Reports or similar. If you have no experience in this area, you may
wish to contact your Vivantio Account Manager for further support and to discuss training
services they can offer.

We are also able to provide professional services where you can commission Vivantio to build a
report to your specifications or provide training.

_£03 If you already have Report Builder installed on your Local PC then please uninstall this
from your Add/Remove Programs prior to installing a newer version of Report Builder.
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3 GETTING STARTED

3.1  INSTALLING REPORT BUILDER

To install the Report Builder from the Reports Menu on the left of the screen and
click Report Builder.

TECHNICIAN AREA > REPORTS > REPORT BUILDER

Note: If you do not see this option then you will need to speak to an Admin User
of your system to grant you access through the Roles and Permissions.

[i%

ADMIN AREA > REPORTING > REPORTS > ACCESS CONTROL

The Admin User will then need to make sure that the Role you are in has the ability
to Run Reports, Use Report Builder and if required View the Report Catalogue

Report Catalog

Report Builder

Copyright © 2023 Vivantio. All rights reserved.
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The following window will appear.

DOWNLOAD REPORT BUILDER e

If you already have the Report Builder installed, you can launch it from the Windows start menu. If you don't have the
Report Builder installed yet, you can download it using the link below.

Download Report Builder
[

@ Select Download Report Builder

After the installation has finished, the Report Builder will start automatically
and ask you to log in.

3% Note: Once the Report Builder has been installed you will be able to launch
this from your local machine.

3.2 LOGGINGIN

The first step in using the Report Builder is to log in to your Vivantio database. Your username
and password are the same as your username and password for Vivantio.

@ Enter the email address and password you use to access your main Vivantio
7 Instance. Click Login.

—£03 The Server: address can also be found within the ADMIN AREA > INTEGRATION & API
> DOWNLOADS > PLATFORM URL:

ey Downloads

Integration & AP Reset API Password

This tab provides a download of the Vivantio Integration Services Col
Email to Ticket

@ Import Data

@ Active Directory | Platform Url:  https://webservices-na01.vivantio.com/
@ ra
Q@ TFs

@.) Report Builder Login X

Login Details

Email: ||

Password: |

Server: |ht‘t]:l:HWEbEEr'\.I'iCES-ﬂaUl.ViVEHﬁO.COITIf

| Cancel | | Login

Copyright © 2023 Vivantio. All rights reserved.
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4 CREATING YOUR FIRST REPORT

4.1 REPORT WIZARD & SQL REPORTING

To make creating reports as simple as possible, the Report Builder includes an easy to use wizard,
which will help you set up the data you want to appear, any filtering or parameters you want to
add, and the order in which the data will appear in the report.

@ Click New to open the Report Builder Wizard
=

{0 Note: SQL creation must be enabled per user by Vivantio. Please contact the
Vivantio Support Team if you would like this feature enabled for your login.

Previous SQL knowledge is essential for this to be enabled.

@ Select the radio button New Report Wizard and Click OK then Select Next

ivantio Report Buikda

BruE=as R aEE

L Cheomrpottpe — O X
Hor ko iz e the repert?

@ Hew Report Wiaard
O Enter 501 mausty

Group aad Sort

[l Report Exporer | Feld Lt
Property Grid =0

5 G st | S B
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The first step of the wizard allows you to select what the main data in the report should be; your

selection depends on your system configuration and the system areas you have enabled.

@ Tick the boxes of the fields you wish to move into the report

I= Click Next

New Report Wizard

Main Data tem
Please choose the main data item for your report,

A | B {Ticket
[ Ticket_ArtideId
- {w| Ticket_AssignedToGroupMame
icket_AssignedToIndividualName
icket_AssignedToSummary
Ticket_BespokeCloseSLACompleteDate
Ticket_BespokeCloseSLADurationOnComplete
icket_BespokeCloseSLAElapsedTime
-] Ticket_BespokeCloseSLATargetDate
[ Ticket_BespokeCloseSLATimeRemaining
- [ATicket_CallerEmail
Ticket_Callerld
- {w| Ticket_CallerName
. [ITicket_CallerPhone
- [ATicket_Categoryld

- [w|Ticket_CategoryLineage
< > . [~Ticket_CategoryMName

| Help | | < Back ]

Cancel

To the right of the screen, you can select the items from the list you would like to include in your

report.

Copyright © 2023 Vivantio. All rights reserved.
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Next you can choose which related information you would like included. These are items with a
one-to-one relation to the main data in your report — for example, the Client or Caller related to
each Ticket. A One to One Relationship means there can only be one Client or Caller for each

Ticket.

To the right of the screen, you can select the items from the list you would like to include in your

report.

@ Tick the boxes of the fields you wish to move into the report

I== Click Next

One To One Relationships

Flease choose any one to one data items that you wish to join with Ticket,

Client

Help

"

New Report Wizard

=-client

-[Aclient_alert

lient_CreateDate

-] Client_CustomField1
- [ Client_CustomField2
- [“]Client_CustomField3
lient_CustomField4
|| Client_CustomField5
- [“]Client_CustomFields
-[~]Client_CustomField7
- lient_CustomFielda

| Client_Deleted
lient_Email

- lient_Externalkey

- [“]client_ExternalSource

-|w|Client_CategoryLineage

- {v|Client_DefaultLocationId

— O X

~

]

< Back Mext = | | Cancel
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ONE TO MANY RELATIONSHIPS

In the final step of choosing your data, you can add data with a one-to-many relationship to the
main data — for example, each Ticket will have many lines in the Ticket History all related to that
one Ticket.

To the right of the screen, you can select the items from the list you would like to include in your
report.

@ Tick the boxes of the fields you wish to move into the report

1= Click Next

MNew Report Wizard - O X

One To Many Relationships
Flease choose any one to many data items that you wish to join with Ticket,

A | E-[ATicketHistory ~
- [ TicketHistory_ActionDate [:}

[ TicketHistory_ActionTypeMame

TicketHistory_ActionUserMame

- TicketHistory_ActualDate

[ TicketHistory_ActualUserMName

- TicketHistory_CategoryId

icketHistory_CategoryLineage

| TicketHistory _CustomerWasEmailed

[ TicketHistory_Description

- [ TicketHistory_Effort

TicketHistory_EmailFromaddress

v TicketHistory_EmailFromMName

- TicketHistory_1d

[ TicketHistory_InternalComment

- [ TicketHistory_IsPrivate

< > [ A TicketHistory_Maotes v

(®) TicketHistory

Help < Back Mext = l | Cancel
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Now that you have set up the data items to be included in your report, you will be prompted to add
in Parameters and filter conditions. The Parameters and Filters restrict the records that will be
included when you run the report.

PARAMETERS

The Parameters screen allows you to add parameters which can configured to be Value or Look
Up from the system data fields. The information added here allows for filters to be applied on the
data defined by the technician.

EXAMPLE PARAMETERS

@ Enter your Parameter Name(s) and Parameter Type(s)

=

Click Next

U t Parameters
Parameter Mame Parameter Type
[Client | Lookup + | |Client ~ | | Client_Name ~
|Da13e Opened From | Value ~ | | DateTime ~
|Date Opened To | Value ~ | | DateTime hd
|'I'|d<.etTy|:ue | Lookup w | | Ticket ~ | | Ticket_RecordTypeNan .

+
Cancel

Parameter Name Parameter Type Lookup Table Field

Date Opened From | Value DateTime

Date Opened To Value DateTime

Client Lookup Client Client_Name

Ticket Type Lookup Ticket Ticket_Recordtypenamesingular

Copyright © 2023 Vivantio. All rights reserved.
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PARAMETER NAME

The Parameter Name is Free Text so you can name the Parameter to show what the technician
will be prompted to enter when running the report.

PARAMETER TYPE

VALUE

This allows you to choose between
e String — Allows for Free Text to be entered in the Field when running the Report
o DateTime - Give a Date and Time Picker.
e Decimal — Allows for a number with decimal places to be entered.
e Integer — Allows for a 1 or 0 Integer to be entered.

The 2 most used in the Values are String or DateTime where you wish to Filter the data on a Date

Range or on some free text you enter.

LOOKUP

When you select the Parameter to be a Look Up Parameter Type you will be prompted to select
the Database Table you wish to select. Followed by the available Fields within that Table.

e.g — Ticket — Ticket_RecordTypeNameSingular (This field will display the different Ticket Types
you have available in your system.)

LOOKUP TABLE

This is the Main Data Table you want to get the Fields from.

e Ticket
e Client
e Caller

e Asset, etc.

FIELD

These are the Fields contained within the Table you have selected.

Client_Name
Client_Reference
Client_Email
Client_CategoryLineage, etc.

Copyright © 2023 Vivantio. All rights reserved.
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The report data can be filtered on the Parameters the technician has entered and you are able to
hard code filters to the report data.

@ Enter your Filter Name(s) and whether they link back to the Parameter(s). This
is also used to apply the parameters created to the data returned within the
= data. Additional Fixed Filters can be added which are static.
Click Next

EXAMPLE FILTERS

(_B) Edit Filter Conditions - O X
Match All | Match Any  Match None
Field Mame Operator Filter Type
Ticket ~ | | Ticket_OpenDate ~ | | GreaterT * | |Parameter Date Opened From w
Ticket ~ | | Ticket_OpenDate “ | |LessThar * | | Parameter Date Opened To w
Ticket ~ | | Ticket_Clienthame ~ | |Equals | Parameter Client w
Ticket ~ | | Ticket_RecordTypeNameSingular ~ | |Equals | Parameter Ticket Type P
Ticket ~ | | Ticket_StatusType ~ | |Doeshotl | |FixedValue 99 V|
o
Cancel
Data Table | Data Field Operator Based On Selection
Ticket Ticket_OpenDate GreaterThanOrEqualTO Parameter | Date Opened From
Ticket Ticket_OpenDate LessThanOrEqualTO Parameter | Date Opened To
Ticket Ticket_ClientName Equals Parameter | Client
Ticket Ticket_RecordTypeNameSingular Equals Parameter | Ticket Type
Ticket Ticket_StatusType DoesNotEqual FixedValue | 99 (Deleted)

DATA TABLE

Shows the different Tables you have selected when you applied the Main Data Table, One to
One and One to Many Relationships.

e Client
e Ticket

e TicketHistory

Copyright © 2023 Vivantio. All rights reserved.
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DATA FIELD

This shows the available Fields that are in the Data Table you have selected.
e Ticket_ClientName
e Ticket_OpenedDate
o Ticket_Title
e Ticket_RecordTypeNameSingular

OPERATOR

This allows you to select how you want the Filter to be applied.
e Equals
e DoesNotEqual
e GreaterThan
e GreaterThanOrEqualTo
e LessThan
e LessThanOrEqualTo
e Like

BASED ON

This is whether the data is going to be based on a fixed value or the parameter selected.
e Fixed Value
e Parameter

SELECTION

If you select Fixed Value the list of options from the selected Field will be displayed to choose
from and the same filter will always apply to this report. Whereas selecting Parameter will ask
you for the Parameter you want to link to this filter.

e Date Opened From

e Date Opened To

e Client

e Free Text

e Ticket Type

EXAMPLE

Based on the above the bold options we’ve highlighted the Filter would be built as -
Ticket — Ticket_ClientName - Equals — Parameter — Client

Copyright © 2023 Vivantio. All rights reserved.
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SORT ORDER

The final step in the wizard is to sort the data in your report. Simply choose the field(s) you
want to sort by, and the direction you want to sort the data in.

e Ascending — The earliest Date First.

e Descending — The most recent Date first.

@ To create a Sort Order, select the + button.
Enter your Field Name(s) and Direction(s)

Click Next

@') New Report Wizard - O x
Sort Order
Please provide any sorting criteria for your report.
Field Mame Direction
Ticket_Clienthame ~ | | Ascending w
Ticket_OpenDate ~ | | Ascending w

E

Help < Back Mext = | | Cancel

Copyright © 2023 Vivantio. All rights reserved.
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FINISH CHOOSING DATA AND APPLYING PARAMETERS & FILTERS

The final screen in the Report Wizard confirms the Report Wizard is finished

@ Click Finish

=

@)\ MNew Report Wizard - O X

Finish Report

Yfour report is now configured

To set up your report, dick Finish

| | |
| Help | < Back i Finish lll Cancel

@ The Parameter Box will appear.
Set your Parameters and click Continue
1= You have now defined the data set to be used within the Report.

@) Enter Parameter Values
[/ 1

Please choose the parameter values you would like to use whilst designing
your report (MB: You will be able to choose different values when you run the

repart within Vivantio)

Client: Lebowski Media w

Date Opened From: ||:|9 July 2020 E~ | |I'|I'|:mm |
Date Opened To: ||:|9 July 2020 [E- | |I'|I'|:n'|n'| |
Ticket Type: Incdent o

Copyright © 2023 Vivantio. All rights reserved.
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THE REPORT BUILDER

5.1 REPORT LAYOUT

Once you have completed the New Report Wizard, you will be presented with the Report Builder
screen:

New Report - Vivanbio Report Buider 8 x

Tomeion -8 A -aw— Q @ &
CaLw e | E G ] s 2m Dok weine
ot - v

1

¥

g
EH

3

preig

¥ 7
£ g

H

i
B

Page Eresic
Crosz-bend Lne

Cross-band Bax

R iegprEEs AR >

o Label

G Add a Group  AddaSort X Delete (@ Move Up @ Move Dewr
I [ SortOrdes.._| Shom Heades | Show Focier

- [ — orint The buttons in this toolbar allow you to launch the New Repprt
Wizard, Save your reports to your local computer, Publish
D ﬁ reports to your Vivantio database for running on the web, and
load existing reports for editing — whether they are saved
e '-"f'd e P"Hd' locally, or published to the Vivantio database.
QUERY EDITING TOOLS
: ¢ o From this toolbar, you can edit the list of fields
Y available in your re);ort, add or change filter
S Data Parameters Flters  Sort conditions and edit the order your report data is
sorted in. You are also able to see how the SQL
Query = statement is built up. The SQL cannot be edited.
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The system normally defaults to showing the

-[3h] Ticket_Categoryhame

i3] Ticket_Clientld
Ticket_ClientMame

-[35] Ticket_CloseCustomField1
-[35] Ticket_CloseCustomField2
-[@] Ticket_CloseDate

(@] Ticket_CloseSLACompleteDate

-[53] Ticket_CloseSLAElapsedTime
-[ @] Ticket_CloseSLATargetDate

{i53] Ticket_CloseSLATimeRemaining
(3] Ticket_CreatedByCalleriame
-[3h] Ticket_CustomField1

-[35] Ticket_CustomField 10

-[35] Ticket_CustomField11

-[3h] Ticket_CustomField 12

-[3h] Ticket_CustomField 13

- [3h] Ticket_CustomField 14

-[3h] Ticket_CustomField 15

-[35] Ticket_CustomField 16

-[3b] Ticket_CustomField17

.{5] Ticket_CloseSLADurationOnComplete

5] Ticket_CloseSLATargetDuration

‘ Report Explorer and Property Grid, Clicking on the
Field List Tab will display the list of Fields available
to use in the report designer.

]

-

[E% Report E)q:lo-rer = Prope.ri:y Grid [ [ Field List

REPORT CANVAS

The Report Canvas is where you add Headings, Graphs, Data and other elements you wish to

see within the report.

If you right click’ on the Canvas you can insert additional bands, for example:

Report Header — 1 per Report. (Such as Company Logo, Report Title, Parameter Details)
Page Header - 1 per Page. (Such as Page details, Page number etc.)

Group Header - 1 per Group. (Such as the Client Name, and Column Headings etc.)
The same applies with Footers.

v [ Detail >
3 | Paste
X | Delete
I Insert Band & TopMargin
Insert Detail Report » | [B]  ReportHeader
Zoom 4 PageHeader
Tool Windows 3 GroupHeader
— Properties Detail
1Group Wi AddaSort ¢ Delete | @ Move Up @ Move Down =  GroupFooter
e | Sort Order | Show Header | Show Footer |=|  ReportFooter
PageFooter
| | BottomMargin

Copyright © 2023 Vivantio. All rights reserved.
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A variety of different controls are available from the Tool Box to the left of the Canvas, such
as Picture Boxes, Lines/Shapes, and Tables.

Tool Box

HES/7HEHBR>»

=
[—)
[ =]

[ &l [

o@D

Standard Controls

Pointer

Label

Chedk Box

Rich Text
Picture Box
Panel

Table

Line

Shape

Bar Code

Zip Code

Chart

Pivot Grid

Page Info

Page Break
Cross-band Line
Cross-band Box
HH:mm Label

Subreport

n x
2

Allows you to navigate around the canvas.

Drag a label on to the report, for free text or data binding.

Add a check box that has data binding.

Text Box with additional formatting.

Insert a picture into your report.

Add a Panel to keep controls together.

Insert a Table to allow for alignment.

Add a line to the layout design.

Insert a shape on to the report.

Add a barcode to the report.

Add a Zip Code.

Add a Chart.

Add a Pivot Grid.

Add Page Info.

Page Break.

Add a Line that can span across different bands within the report.
Add a Box that can span across different bands within the report.
Time Label, this converts a time number field into time formatted.
Allows you to put the Details of another report into this report.
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EXAMPLE

Page Info
Currant
Date Time

Label from Tool Box
Then a Data Bind to
the Parameters

Picture Box
Select Local Image

v E ReportHeader [one band per report]
Parametas
T L
Client Name 4
Opened From
Opened To

Ticket Type [Parameters. Td¥ Cllent TICketS Deta]'ls

@vivantio

Label from
Tool Box
and Frae

Typed

IENNNN

GroupHeader1

| = Ticket D [Report Data Thd
L Caller Name FRIEp ort Da{a.TickEl;Ca ervarmd
—JCaller Email |[Report Data Ticket_Caller.
[——{Ticket Title | [Reporn Data.Ticket Tie]
Ticket Description |[Report Data Ticket_Description]

i

Label from
Tool Box
and Free

Typed

Data Fields from the Field List

Private Effort

v Detail
[Report Data Tud|[Report Data Tidd|[Report Data TlckEtH_lstnr} Nnts] '@ |[Report Data Tid| [Report Data Tidd

i B 4 i

The above shows a typical layout of a report and how the different fields have been populated.

This is created by dragging and dropping Labels, Picture Boxes & Page Info from the Tools
Menu. Some of which have Data Binding others are free text.

Other fields are Data Fields dragged from the Right Hand Side ‘Field List’

PRINT PREVIEW

When you are designing your report, it is often useful to preview it so you can see what it is
going to look like when it is run. You can do this using the Print Preview option:

@) @ ;
._' |
Repaort Designer

| Print Preview | HTML View
? ; —_—
& 8D OO & D
Save Print Quidk Options Parameters | Header/Footer § Scale Margins  Orientation
Print - - - -
Document Frint h %
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You can Scale, Adjust the Margins, Change the Orientation and Page Size within
the Print Preview.

The Report Print Preview defaults to only show a Sample of Data (100 records)
You can change this to show all records.

The Print Preview also shows the fields you have entered on the report in any sort order and
grouped as per the design.

Parametas '

Client Name Lebowski Media V I V a‘ n t I O

Opened From 15/0113

Opened To 153/0420 . . .

Ticket Type Incident C llent TICkEtS DEtal'ls Wednesday, 15 Apnl 2020 12:2

Ticket ID 001 Ticket Opened Date 22/08/16 19:23

Caller Name Julianne Buscenn Ticket Closed Date

Caller Email  julianne buscemi@lebowskameda Category Not Sending or Eeceiving
com

Ticket Title  Notreceiving emails

Ticket Descnption Julianne has reported she is not receiving emails. First noticed this late vesterday.

Action Date

22/08/16 19:23
22/08/16 19:36
22/08/16 20:02

22/08/16 16:34

Actioned By

Jeff Goodman
Jeff Goodman
Jeff Goodman

Adrian Fames

MNotes Private Effort
0 0
0 0
0 0
asdfgasdfgsdfas 0 0
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PUBLISHING YOUR REPORT

When you're happy with your report, you can publish it to your Vivantio database, so that you
can run it online from within Vivantio whenever it is convenient for you.

&
] Report Designer

L] @ &

Load  Save As

-

l Prir @ Click Publish in the Report Management Tools
= section.

—$03
The Publish Report Box Appears.

Repart

@ Select the Folder, you wish to save the Report in. Give the report a Title and the
Description of what is contained within the report.
Click Save

EXAMPLE

v [E] ReportHeader [one band per report]

c:::::z «)Vlvantlo

Opened From Publish Report

Ticket Type |[Parameters Tl Client Tickets Details ‘ W 15 Aprl 2030 122
: Report Title
" E\ient'l’ld(etDelails
Report De: i
= ot o] serpton

Client Ticket Details.

Parameters - Opened From and To Dates, Client
Mame, Ticket Type & Free Text.

Filters - Opened From and To Dates, Client Name,
Ticket Types, Free Text.

Ticket ID [Report Data.'ﬂ;‘
Caller Name | [Report Data Ticket_Calle

Caller Email | [Report Data,l']ckeLCa]]erEmaﬁ{ —_—
Ticket Title | [Repon Data Ticket_Titk]

Ticket Description |[Report Data Ticket_Description]

The repart shows Client Ticket Details based on
the Parameters selected and Filters applied. The
Header has company logo, Title, Parameters
selected and the Date/Time the repart was ran.

Grouped by Ticket ID, with Ticket Header Details
in each group header,

‘Action Date |Amcmed By |ﬁﬁtes | |1’ri“3te |Effmt Ticket H‘lsmry Line details in the Detail Area of the
repart.
v [E] Detail
[Report Data T [Report Data T3 [Repont Data TicketHistory_Notes] [ Report Data Tl [ReportData T El
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5.2 CHARTS

ADDING THE CHART

Charts can be created to summarize the data held within the report. To create a Chart insert
into the appropriate band, the screen shot below examples the Chart being added into the
Report Header.

@ Drag and Drop the Chart Tool into the Blank Report Header.
] The Chart Wizard automatically opens, the landing screen is Chart Type.

Tool Box * x| =
Standard Controls &

R eointer
A tavel
CheckBox
Rich Text
B pearesox
Parel
R rable
5 e
By shepe
Bar Code

¥ [B] ReportHeader one band per report]

There are no visible series o represent in a chart.
Try to add new series, or make sure that
atleast one of them is visible.

¥ = GroupHeader]

‘paey ort Dg(g,m‘ [Report Data T
1= ;
=t Pagearesk !
= Crossbandline
v [ Detsil
& cossbandsox [Report Data Tl [Report Data Ticket History_Notes] I
@ HHmm Label
[0 subreport

@ Click on the required Chart Type.

Click Next
T=

CHART TYPE
[@ ot ==
e, “ Chart Type
W oo,
(i:"* | r ‘ Bl
2 |Lalin | ullm HAN aln NRE) by
& o - — : =

oo ‘ 1 ‘ ‘ I
5= Mg WD My W Ny

i £ 30 Stacked 84130 Sacked 0% | 5y 5 0 Skt Nanbattansar pomt
B s » :
s NI PN SIS

D ’

) Dty it evry e 4 e chrti added <o | et | [ ][ oo
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APPEARANCE

Change the colour scheme of the Chart to suit your business brand colours.

@ Select a colour palette for your chart from the drop down list.

Click Next
TI=>

@
e *| Appearance
L e e e BNy EmARmEEE - St Defo (M Cor)

G e PO

R o

[ 4]
H

EEZEFAODS
H
I

H e c o €

‘@ Chaase s asletieta calar seies o chogse the stve,
Dy v vy tve v chats st [cerenos |[ s> | [ Fen —,
SERIES

Edit the Series Data according to your chart requirements.

@ Enter the Series Name e.g Category, As we want the Chart to show the number of
Tickets raised against each Category.

:[y Select Next

[ chart wizard o x
troction *| Series
[aia)) chertType R
@ Appearance = Series name: |category ]
Seiesviewtype:  [lber E
a == | 1
u Data Argument scale type: Qualitative - &
Value scale type:  Numerical -l e
Presentation * Pontsortorcer: ene o E
é_zj Chart Sort points by: Fﬁgument - ]
Show ina legend ?Z:
] oegam Legend text: [ ] |2
Panes L)
A e :
B seresvens L]
JA  rontLabels -
Ab  chartTites Sg
Legend g
P8 arvotatons
Renove
‘ (@) Createseries, and adst her generl properties.
Notethat the view type of the i
[/ Display a wizard every tine a new chart s added <cprevious |[ Net> | [ emsn || concel |
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DATA SERIES BINDING

Bind the data to the chart by selecting your Series and applying the Argument and Value.

@ Enter the Argument & Value Data.
Select Next
=

—£0) Argument Type — Qualitative (Relating to), Numerical or Date/Time.
Argument - The Field you want to use.

Value Scale Type — Numerical or Date/Time
Binding Mode — Values or Summary Function
Summary Function — Min, Max, Sum, Average or Count
The example shows us using the Qualitative Argument Type with an Argument of the
Level One Ticket Category field. Then using a Count Numerical Summary Function.
]
Construction £ Data
La)  charsvoe | Points | Series Binding || Auto-created Series |
\J) Appearance Choose a datasource: | System.Data.DataSet -
[~ Data Member: -
:g seres Data filters: Click the ellipsis button...
U Rota Argument Proper ties
B ation £ Arqument scale type:  Qualitative L -
pr Chart Argument: Report Data, Ticket_LevelOneCategoryName -
|:| Diagram Value Properties
anes Value scale type: Numerical -
@ ’ Binding mode: Summary Function -
A s || summary function: | counT -
T@ Series Views
JA  rointLabels
Ab  crertTies
Legend
LE Annotations

| @ To enter data points manually, usethe Points tab. Or, use other tabs, to specify data source settings for individual or auto-created series.

| Display a wizard every time a new chart is added

<<pPrevious || Nest>> | | Fnsh || Cancel |
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PRESENTATION

The remaining configuration items are based around the look and feel of the Chart.

503 The presentation of the Chart, including labels, titles, angles of the text etc is very
comprehensive and as such we recommend looking through all the options.

When the wizard is complete, click Finish
@ The Chart will then appear in the canvas

Each option has additional Tabs where you can specify different design elements of the
section.
These vary depending on the option selected.

Presentation *

Chart
Diagram
Panes

Axes

Series Views
Point Labels
Chart Titles

Legend

EEZEF DD

Annotations

For example, the Axes has the options General, Appearance, Elements, Labels, Strips, Constant
Lines, Scale Breaks. These are further broken down by Axis and additional Sub Tabs.

Primary AxisX -

J General || Range || Scroling Range

¥/ visible

Mame: Primary AxisX

Vigible in panes: | Click the ellipsis button. ..

Position

Reverse

Alignment: Mear -

‘ spgeT ” BT ” e eaddy || pisUan [
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@ Click Print Preview in the Toolbar to View the Chart in your Report.

=

EXAMPLE

Parametes

Client Name Lebowzki Media «) V I Va n t l 0

Opened From 15/0113

Opemed o DO Client Tickets Details

Ticket Type Incident Wednesday, 15 Apnil 2020 14:1

E-mail Hardware Server User Acoounts
Ticket ID IND01 Ticket Opened Date 22/08/16 19:23
Caller Name Julianne Buscenn Ticket Closed Date
Caller Email julianne buscemi@lebowskimeda Category Not Sending or Feceiving
com

Ticket Title  Notreceiving emails
Ticket Descnption Julianne has reported she is not receiving emails. First noticed this late yesterday.

Action Date Actioned By Notes Prvate Effort
22/08/16 1923 Jeff Goodman 0 0
22/08/16 1936 Jeff Goodman 0 0
22/08/16 2002 Jeff Goodman 0 0
22/08/16 16:34  Addan Eames  asdfgasdfigsdfas 0 0
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ADDING A PIVOT GRID
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Pivot Grids can be added into the Report Canvas to summarise specified data and count the
totals. To add a Pivot Grid into your report you start by dragging the Pivot Grid from the Left
Hand Tool Box into the required band within your report.

@ Drag and Drop the Pivot Grid into the Report Canvas. In this example we are adding
T= this into the Report Header.

Tool Box. -

» | %

Standard Controls
lp eoner
A Label
Check Box
Al RichText

Picture Box

Panel

Table

Line

Shape

Bar Code
Zip Code

iﬁ Chart

E’I Page Info

>§4 Page Break

$ Cross-band Line
g Cross-band Box
@ HH:mm Label

E Subrepart

S

=

. = [EIS
Grand Total
Grand Total '
- O .
¥ = GroupHeaderl
1
icket ID [Report Data. icket Opened Dat [Report Data.
Caller Mame [Report Data Ticket Calleria icket Closed Dat [ReportData
Caller Email [Report Data Ticket_CallerE Categoryl[Re port Data Ticket_Ca
Ticket Title  [Report Data.Ticket Title]

icket Descriptio |[Report Data.Ticket_Description]

Action Date

Actioned By MNotes
| I

| |Privale

|Efforl

vEDetall

[Report D ata.Tﬁl'[Report D ata.Tﬁl—[Report Data TicketHistory_MNotes]

|[Rep0r1. Data.Tﬁl'[Report Dala.TﬁE

No.of Tickets | |Ticket Category |

Click on the > and select Run Designer

' :

. Grand Total Data Source (none) -]

. Grand Total - | ! |

. . Data Adapter (none) -]
----------------------------------- OLAP Connection String | i

aroupHeader]
Ticket 1D [Report Data.'ll:i| Formatting Rules |(Cullechﬂn} | -
Caller Mame |[Report Data Ticket [ Field Area for a New Field |Ruw Area . | I
Caller Email [Report Data Ticket { Add Field to Area -
Ticket Title |[Report Data Ticket_] M%‘;ﬁ il
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The Pivot Grid Property Editor allows you to add the Fields you require in the Pivot Grid, how
they are summarised, the display name etc and the Layout of the Pivot Grid.

FIELDS

S

=

From the Main Section select Fields and then Add. This will show a field that can
then be configured. Add as many fields as you require to be on the Pivot Grid.

o5l Property Editor = x
[ E . £
) G add §[F mnsert ||Zo Remove |+ Revieverids [« |
L T
s Field List (0) ¥RPivotGrid Fields (1) D[g; 4l B 5 B
=m pivotGridFieldd Export As Numbers To Excel Default ~
14 f— i Running Totzl No
Sort Mode Default
Layout
Sort Order Ascending
Printing * Summary Display Type Count
FESm Summary Type Sum
j; i Tag <Null>
- . Top Value Count 0
Appearances Top Value Show Others No
w " Top Value Type Absolute
B Unbound Expression
Printing Settings Unbound Field Name
Unbound Type Bound
~ Design
(Name) pivotGridFieldd
v KPL hd
(wame)
The name of the companent.
£) Youcan add and delete XRPivotGrid fields and modify their settings. Select and drag field to the PivotGrid fields panel to create PivotGrid field.
b Explorer style

To Link the Fields to a Data Field from the Report Data under the Data Section -
Data Column Name - Click the field and from the Drop Down Select the Field you
want. Repeat this for all the fields you require in the grid.

¥ =

v Appearance
Caption
» Cell Format
Column Value Line Count
Empty Cell Text
Empty Value Text
» Grand Total Cell Format
Grand Total Text
Image Index
Row Value Line Count
Tool Tips
Total Cell Format
Total Value Format
Value Format
Behaviour
Data

v vwvwvyw

Expanded In Fields Group
Export As Mumbers To Excel
Running Total

Sort Mode

Sort Order

Summary Display Type
Summary Type

Tag

T blml, -

Data Column Name
Gets or sets the name of the database field that is assigned &y

11
1

DevExpress. XtraPivotGrid. PivotGridFieldToolTips

Data Column Name

=H O] Report Data

Client_alert

-{53] Ticket_Ownerld
Ticket_OwnerMame

[5] Ticket_PriorityId

-[3h] Ticket_PriorityName

...[53] Ticket_RecordTypeld
Ticket_RecordTypeMameSingular
Ticket_Resolved

@ Ticket_ResolvedDate

[ @] Ticket_ResponseSLACompleteDate

[«
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The below example shows that for this purpose we have added three fields,

1. Ticket_CallerName

2. Ticket_LevelOneCatagoryName

3. Ticket_Id

We have given each Field a Caption which is a more friendly name that will appear in the Pivot

Grid.

1. Ticket_CallerName = Caller Name

2. Ticket_LevelOneCatagoryName = Ticket Category

3. Ticket_Id = No. of Tickets (As this is going to be used to count the numbers in the

Pivot Grid)

55 Property Editor

Main ES

‘%'j:) o add |[F= mset |[Z= Remove

& Retrieve Fields ‘z‘

Field List (0)

XRPivotGrid Fields (3)

P EIEAE]

i

Fields
ﬁi e

Layout

Printing 2

-
1 é
Appearances
wy

Printing Settings

pivotGridField1 <Caller Name>
pivotGridField2 <Ticket Category> Caption
pivotGridField3 <No. of Tickets>

<

Appearance

Ccell Format

v

Calumn Value Line Count
Empty Cell Text

Empty Value Text

Grand Total Cell Format
Grand Total Text

Image Index

Row Value Line Count
Tool Tips

Tatal Cell Format

Total Value Format

v

Value Format
Behaviour

Data

Data Column Name

EJ|E
PV

Expanded In Fields Group
Export As Numbers To Excel
Running Total

Sort Mode:

Sort Order

Summary Display Type
Summary Type

Teg

Caller Name

(S
1
DevExpress. I P

Ticket_CallerName

Default
Ascending
Count
sum
<Null>

Behaviour

Q You can add and delete XRPivotGrid fields and modify their settings. Select and drag field to the PivotGrid fields panel to create PivotGrid field.

Explorer style

For this example, we are setting the Summary Type on the Ticket_ld Field to be a Count. As we
want to Count the number of Tickets and not Sum the Ticket References.

1 Bl 1=

» Total Value Format ~
» Value Format
» Behaviour
~ Data
Data Column Name Ticket_Id
Expanded In Fields Group Yes
Export As Numbers To Excel Default
Running Total No
Sort Mode Default
Sort Order Ascending
umman: Disnla: Tune. Count.
t Summary Type Count l
Tag T <Mull=
Top Yalue Count 0
Top Value Show Others No
Top Yalue Type Absolute
Unbound Expression
Unbound Field Name
Unbound Type Bound
~ Design
{Name) pivotGridField3
~ KPI
KPI Graphic Server Defined
“ Layout
Min Width 20
i v
Data Column Name
Gets or sets the name of the database field that is assigned to the current XRPivotGridField object.

Copyright © 2023 Vivantio. All rights reserved.




Report Builder User Guide | Page 30
LAYOUT

The Layout allows you to Drag and Drop the Fields into the different areas of the Pivot Grid and

depending on where you place them, they will act differently. All the fields will start by being in
the Columns Area.

B Property Editor ox
Main Bl Layou @
el [ st [ sevetamste | g soposance
Fields Grid Preview | Load Data from XML
E?@\ Drop Filter Fields Here:
Leyout fiop Bt =S (1o, of Tickets - || Ticket Category - | Callr Name
Printing S Grand Total
Drop Row Fields
ke Here
=)
— Grand Total Drop Data Items
Appearances
Printing Settngs
' Apply
£) Modify the layout (serting settings, field and dlick the Apply buttan to apply the modifications to the current XRFivotGrid. You can also save the layout to an XML file (this can be loaded and applied to other views at
design time and runtime).
2 Explorer style

EXAMPLE

We have Dragged the No. of Tickets into the Data Item. The Caller Name has been dragged
into the Row Fields. Left the Ticket Category as a Column.

w5l Property Editor = x
Main | Layou o
el [ st [ sevetamste | g soposance
Fields Grid Preview | Load Data from XML
ﬁ‘ Drop Filter Fields Here
Layout No. of Tickets | | Ticket Category
Printing # ||| caller Name
ke Grand Total
=)
Appearances
Printing Settings
' Apply
£) Modify the layout (serting settings, field and dlick the Apply buttan to apply the modifications to the current XRFivotGrid. You can also save the layout to an XML file (this can be loaded and applied to other views at
design time and runtime).
2 Explorer style

@ Once you have placed the Fields click Apply in the bottom right and close the
Window.
=
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Now when you go to the Report Print Preview you will see the Pivot Grid with the Rows (Caller
Name) and Columns (Ticket Category) and the Count of Tickets by each Caller in each
Category as well as the Grand Totals

No. of Tickets | Ticket Category |

Caller Name E-mail Hardware Server User Accounts |(Grand Total
Daniel Smith 9 3 12
Helen Richards 7 7
Julianne Buscenm 4 3 10 6 23
Steve Moore 11 & Q 15 41
Grand Total 16 15 9 19 24 23

5.4 SUB REPORTS

Sub Reports allow you to pull data from another existing Report into the current report you are
building that may collect different data from different system tables.
The Sub Report needs to already exist and needs to be published to your Vivantio Instance.

INSERTING A SUB REPORT
@ From the Tool Box Left Hand Menu Drag and Drop the Subreport icon into the Report

Canvas. This will then open the Report Selection to chose which report you wish to
T2 include in this Report.

U ! Load Report et
Category Report Title
jﬂ Tickets # | Closed SLA Analysis by Client/Customer

- Report Description

Data indudes all tickets of the selected type
dosed in the date range specified, Excudes
deleted tickets,

Contains - Bar Chart by Client/Customer and
whether dosed within SLA or breached. Pivot Grid
of Close 5LA results by Client/Customer and Basic
Ticket Details grouped by ClientfCustomer with a
count of Tickets per Client/Customer

Load Cancel
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Once you select the Report you wish to include you will need to populate how you want the
Fields on the Sub Report to be completed. You will be presented with the following screen.

Specify Sub Report Parameters >

O

Please specify the values that are passed as the sub report's parameters.,

Closed on or after: Fixed Value

Closed on or before: Field Value |
Parameter
Ticket Type: Fixed Value v | | |

The options are:
1. Fixed Value. The Value will always be the Same.

2. Field Value. You can select a Field within the Main Report to populate the Value in the Sub
Report Parameter.

3. Parameter. Link the Parameters you enter on the Main Report to Populate the Parameters
on the Sub Report.

EXAMPLE

This example shows that we have used the Parameter option to use the Parameter Selection
on the Main Report to populate the Sub Report Parameters.

Specify Sub Report Parameters >

O

Please specify the values that are passed as the sub report's parameters.,

Closed on or after: Parameter ~ | |Date Opened From e
Closed on or before: Parameter ~ | |Date Opened To w
Ticket Type: Parameter ~ | | Ticket Type ~
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You can then resize the box containing the Sub Report Data.

1 3 1 T |
10
5 -
o -
E-rmail Hardware Server User Accounts

Pivot Grid No of Tickets by Caller in each Catﬂgory|

No.of Tickets | |Ticket Categary |

Caller Name |

e e S S ;_____-________________-__________-_____-__________-_____; L

Sub Eeport: Closed SLA Analysis by Client/Customer
Name: vivantio Subreport]

Eeport Source: XtraFepot "

Eeport Source Utl: None

='
v = GroupHeaderl

Ticket ID [Report Data._TEil Ticket Opened Date |[Report Data.Td
Caller Name |[Report Data Ticket_CallerMame] E] Ticket Closed Date  |[Report Data T0
Caller Email [[Report Data.Ticket_CallerEmail] Categoryl[R8p0rt Data.Ticket_Categdd;
Ticket Title [Report Data. Ticket _Title] [E]
Ticket Description |[Report Data Ticket_Description] =]
Action Date |Actioned By |Notes | |Pn'va1.e |Effort
¥ [E Detail
[Report Data_TEil[Re port Data_TET[Repon Data.TicketHistory_Motes] | |[Re port Data_TEil [Report Data T

The Page Layout of the Sub Report will be retained in the Main Report so ensure
that you are using the same margins and orientation on both reports.

. The Example Report (excluding the Sub Report) can be imported into your
== system via the Report Catalogue.

Reports > Report Catalogue > Tickets >
Report Builder Guide Example — Client Ticket Details

p—
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Ticket_CallerName

Caller Name currently assigned to a Ticket

Ticket_CategoryLineage

The current, full category of a Ticket

Ticket_ClientName

If Client area is turned on returns the Client’s name

Ticket_CloseDate

The date and time that the ticket was closed
(UTC)

Ticket_CloseSLATimeRemaining

The amount of time (in minutes) left before the
closure SLA breaches. Please note that this value
will become negative if the target time has been
exceeded

Ticket_Displayld

Unique identify for each Ticket

Ticket_GroupName

The Group currently assigned to a Ticket

Ticket_ImpactName

The impact name

Ticket_LevelOneCategoryName

The top level of a category

Ticket_LevelTwoCategoryName

The second level of a category

Ticket_LocationName

The Location currently assigned to a Ticket

Ticket_OpenDate

The date and time that the Call was opened (UTC)

Ticket_OwnerName

The current Service Desk User who is assigned to
the Ticket

Ticket_PriorityName

The current Priority

Ticket_RecordTypeNameSingular

The singular name of the ticket type

Ticket_StatusName

The current Status name

Ticket_StatusType

The current status behaviour: 1 - open, 2 - hold, 4 -
pending, 5 - closed, 99 - deleted

Ticket_TakenByName

The Service Desk User who recorded the Ticket
(please note the value of this field can equal EMail
Service and Self Service)

Ticket_Title

Ticket title

Ticket_WithinCloseSLA

Was ticket closed within SLA: True or False

Ticket_WithinResponseSLA

Was ticket responded to within the SLA: True or
False
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7 CONTACT INFORMATION

If you would like to discuss any aspect of this document in more detail or if you have any other
questions, please contact us:

United Kingdom

+44 (0) 1934 424840
Select OPTION 2 to speak directly to a support technician.

North America

+1 800676 3185
Select OPTION 2 to speak directly to a support technician.

Or email: support@vivantio.com
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