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To schedule a single report to run on a regular basis 4 Under Prompt values, click to select the Override default
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1 Create a report view for the User Community report of VLIS ES < 0r, Gl e Gl

your choice, and then save it to My Folders.

Click the My Folders tab, and then click ':a that corresponds
to the report that you want to schedule.

Complete the filter criteria screen that displays for the

report, and then click

On the Schedule screen that displays for the Frequency tab
you selected, complete any additional information as

appropriate, and then click

On the Schedule screen, click to select the Frequency tab of
your choice.
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Incidents by GACC

Missing Contract Start and End Dates
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ncident List by Agency Host And Year

Personnel Home Location and Jet Port
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July 9, 2013 2:31:54 PM

July 26, 2013 12:55:00 PM
July 17,2013 11:32:14 AM
Apri 9, 2013 11:37:41 AM
July 18, 2013 12:31:05 PM
Apri 9, 2013 11:21:38 AM
August 16, 2013 12:14:14 PM
August 15, 2013 1:33:31 PM

April 9, 2013 11:36:45 AM
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["] Disable the schedule Priority:
3

Frequency:
Select the frequency by clicking of

By Day v ByWeek | ByMonth |

By Year

By Tric

Every 1 week(s) on:
Monday [ Tuesday

[ Friday

[[] wednesday [] Thursday
[] saturday [] Sunday

Options

[] override the default values
Formats:
Default

Languages:
Default

Delivery:
Save the report

Prompt values|

Override the default values
No values saved

Schedule this entry to run at a recurring date and time. You can run using the default values or specfy the options. You can disable the schedule without losing any of its detais.
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Select all Deselect all

Req Category Name

Provide a value:

* ———
Telecommunications (CDF ONLY)
Tender, water
[Tender, Water (CAL FIRE HE)
Tender, Water (Support)
Tender, Water (Tactical)
Tractor Plow
Tractor Plow, Strike Team
Trailer
Transportation
zzData Admin - WT Cleanup

Select | Deselectal

Req Catalog Item Name
Provide a value:

Engine, Type 1 or 2

Select all Deselect all

Cancel

Before scheduling your
reports determine how often
you realistically need the
report to run. Consider the
following:

- Scheduling a report to run
too frequently ties up the
system. This impacts others
who are also trying to run
reports

- Running the report as
you need it may be more
appropriate if you frequently
need a current report
throughout the day.
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To create a guide for future reports - an example Click click the My Folders tab, and then click that

corresponds to the report of your choice.

This example explains how to create and save a Resource Status
by Available Status (Multi-Select) report. On the Set properties screen, click the Report view tab, and

1 Create the Resource Status by Availability Status (Multi- then click Set under Prompt values.
Select) report using the filter criteria of your choice, and then

CliCk View Report

Under Keep this version, click Save as Report View, click

Select My Folders, type the Name, and then click

Proceed to next page
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Resource Status By Avalablity Status (Multi-Select) August 20, 2013 10:15:03 AM B B9 More...

Resource Status Detzil By Availsbiity Status June 18, 2013 1:10:23PM Brp [k B 5 voe...
Resource Status Detsil By Qualification April 2, 2012 11:31:58 AM E b B

Resource Status List by Dispatch Center Provider April 2, 2012 11:31:59 AM E b B

Resource Status Summary By Dispateh Center April 2, 2012 11:32:00 AM E b B

oooooooO

Resource Status Summary By Provider April 2, 2012 11:32:01 AM E b B

Resource Status Summary By Subordiate Dispatch Center
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General Reportview | Permissions

Select the default options to use for this entry.

Default action:
View most recent report v
Report options:
Override the defauit values
Format:
PDF

Language:
English (United States)

PDF options:
No options saved
Set...

Prompt va
No values
Set.,

Prompt for values

Run as the owner:
7] Erin McCormick

Advanced options Y

Helpdesk: 866-224-7677
email: helpdesk@dms.nwcg.gov
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To create a guide for future reports - continued 7 On the Run with options screen, click

5 Complete the filter criteria to match your saved report view, 8 Change one or more filter criteria as appropriate, and then
click and then click click

On the My Folders tab, click@ that corresponds to the saved
report of your choice.
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- g You can create and save a Cognos report to use as a guide
st s s for running other, similar reports. First, tailor and save your
- it e Q: o report view that identifies and filters for specific information.

oty — 0 Whenever you need a report that uses most of the same filter
— S criteria, you can return to that saved report view in My
s EE— Folders, change just one filter, and then run the report again
using the new filter criteria.
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PDF
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(©) save the report Ttem Name | Filter

() Print the report: ftem Code Keyword
Printer location: Category Catalog Ttem

=Category Not Listed _«| [ Equipment Not in Catalog (SEE DOC)
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Select a printer.
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