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CW provides a variety of standard reports that can be configured and
run based on a user’s permission set. Output can be viewed, stored,
and/or downloaded for distribution. See QRG — Viewing Reports for
information on how to view previously run reports.

The Report Log

&5 Users must have previously been granted access to reports in
order to launch them. Users can only view and launch reports
on objects to which they have access.
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The Report Log contains all the previously run reports that a user has
permission to view. All columns can be sorted and moved via click-
and-drag.

The following functions provided in the toolbar and menu allow you to
run new reports and perform functions on the saved reports in your
Report Log.

Click to open the Run Report Wizard,
Tl Run Report which enables you to run new reports.

]

[Z Cpen Click to view a selected report.

Click to permanently delete the selected
report from your log and anyone else's log
that has access to the report.

* Delete

Click to hide the selected report from your
report log, without affecting the availability
for other users. (Note: You can still access
reports that you've hidden using the Hidden
Reports filter described above)

£+ Hide

Click to open the Security Settings dialog
box, which enables you to view and set the
security permissions for a selected report.

& Security. ..

@ Click to open CW Help for the Report Log

Quick Reference Guide

Running a Standard Report
Running a report with the Report Wizard consists of three steps:
. Selecting the Report Template — which report?

e  Selecting the Report Criteria — what do you want in it?
. Selecting the Report Options — what do you want to do with it?

Run Repork
Step 1: Click w .
Report Wizard.

on the menu bar to launch the

Run Report Wizard

~Step 1 of 3 - Select Report Template

Select a report template:
» Select Report Template

Select Report Criteria €' Security Detail Report

" Document Detail Report
Select Report Options P
" Business Process Metrics Repart
" Business Process Log Report

¢~ User/Group Login Report

> S
citadon -CW.

Mext = Close Help

There are five standard report templates, summarized below:

[ Report Type

| Function
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. Lists who has what security access to
Security Details the following workspace items: folders,
documents, binders, and BP setups.

. Lists all the folder contents of one or
more workspaces.

. Displays the owner, revision, lock and
upload status of each item in a folder.

Document Details

. Lists one BP template's statistics in one
workspace.

BP Metrics . Summarizes a BP template's

completion time, node by node, with

respect to due date.

. Detail report of all BP instances of

BP Logs multiple workspaces or BP template
types, through the following parameters:

dates, status, overdue, overall statistics.

. Lists group and/or user membership of
one or more organizations.

Select Report Template The completed repart will be saved to your Report Log and associated
Select Report Criteria

» Select Report Oplions

citadon =CW.
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Run Report Wizard - Security Detail Reporkt x|

—Step 3 of 3 - Select Report Options

Save Report

with the Workspace selected below, To access the Report Log, select
the Reparts icon under the Home tab in the Navigation pane. When
completed yau will be able ta view the repart and make it available ko
other users in the Workspace,

‘Wiorkspare: I Browse. ..
Delete reports after: | 30 days -
[ Options

Reports are run overnight by default, but can be requested for
eatlier delivery.

I~ Reguest earlier delivery

I send notification when report is complete

* Indicates a required Field.

< Back

Close Help

User/Group Login . Summarizes which users are in which

. Provides details as to when .
users/groups logged in.

. Select the desired report template and click ﬂl.

Run Report Wizard - Securi etail Report 1'

—Step 2 of 3 Select Report Criteria

Repart Titke:*
Warkspace:* Er
Select Report Template " (B
e Security Report For® | Folders 'I
» Select Report Criteria

. Select Folder: Brovise, ..
Select Report Options

™ | Include Kested Folders

cadon +CW.

* Indicates a required field,

< Back.

) Close I Help

Step 2: Select the report criteria. In the example above a Security
Detail Report has been selected. The specific criteria selected will be
different for each report. Refer to the sections below for the specific
criteria for each report type.

groups. Step 3: Set the report options

All reports are saved to your Report Log and associated with a
Workspace for filtering and security purposes. To save this
report, click e o0 and select the workspace to which
you want to save the report. Once the report is saved, you'll be
able to allow access to other users in that workspace by
mofiying the security.

—Save Report

The completed report will be saved to your Report Log and associated
with the Workspace selected below. Ta access the Repart Log, select
the Reports icon under the Home tab in the Mavigation pane. When
completed you will be able to view the report and make it available to
other users in the Workspace,

Workspace: I BrOWSE. .. |

Delete reports after: ISD days j

Note: The report can be saved to a different workspace than it
was run against.

— Options

Reports are run overnight by default, but can be requested For
earlier delivery,

[~ Request earlier delivery

[~ send natification when report is complete

Options

. Check Request earlier delivery if you want the report run
immediately. Otherwise it will be run overnight.

. Check Send notification when report is complete to be
notified when the report has finished

Note: The notification will be sent to your Citadon CW Inbox. It

will be copied to your external email based on the Notification

Preferences set for Administration type notifications. Select

Tools>User Preferences... to verify your notification

preferences.
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. When the Report Options have been set, then click

Finish to run the report.

Setting Report Criteria

Step 2 in running any report is setting the report criteria. Below are
the steps for setting the criteria for the Standard Reports in CW.

Security Details Report

[Run Report Wizard - Security Detol Repart i x|

Slep 2 of 3 Sebect Report Criteria

fepoet T [

Wedspace:® [ st
SearkyReportfor:® [(oee: ]

shectPolses [

r

P
b Sebect Report Criteria

Sebect Report Opions.

* Indcates & requred fisld,

<ok |[CBE= ] o | we |

1.  Enter a title for the report (required). The title should be
descriptive enough to stand apart from the other reports in the
log.

2. Click wl to select the desired workspace.

Select Workspace x|

—5Search For Workspace

Look For:

IEPC Search |

EPC Customer Demo Project {Citadon Inc.) - Private Space

EPC Project (Citadon Inc.) - Private Space
PiZ Training
EPC Training {Citadon Inc.) - Private Space

Search completed

o] | Cancel | Help |

3. Inthe Select Workspace dialog, enter a portion of the workspace

name in the Look For: field and then click Search

4. Select the desired workspace from the list and click

QK to select the workspace.

Quick Reference Guide

—%atep 2 of 3 Select Report Criteria

Report: Title:* ISecurity Detail For EPC Faolders

Workspace;* IEPC Project Browse, .,

Security Repark Far* IFolders j

A

Select Folder:  [Dacuments Browse. ..
Binders

Business Process Setups

5. From the Security Report for: dropdown list, select the object
type to be reported on (Folders, Documents, Binders, or
Business Process Setups).

6. If Folders, Documents, or Binders are selected, then click

Eru:uwse_l. ___lto select the folder for the report to run

against.

Note: If Business Process Setups is selected, Select Folder is
grayed out

x|

Browse |

EFC Project =
q Documents

-1 100 General Information

-1 110 Project Correspondence

-1 120 Project Documentation

- 200 Project Logs

-] 300 Change Orders

=Rk 400 Pr

(1 Cost Reports

(1 Estimating

1 Progress

1 Schedule

-] ‘waork Packages
500 Engineering —
GO0 Sub-Contractar
700 vendors and Suppliers

{2
{2
{2
(23 800 Licensor
{2
2

Wwiorkspace I

300 Clients
Cuiztarmer j

R

[~
[
[~
[~
[~
[~

ok Cancel Help |

7. Select the folder that the report is to run against and click
(9] 4
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—Step 2 of 3 Select Report Criteria

Report: Title:* ISecurity Dretail For EPC Folders

Workspace:* IEPC Project Browse... |

Security Report For:* I Folders j

Select Folder: |4DDPr0jectC0ntr0Is Browse, ., |

8. Check the Include Nested Folders box to report against all the

folders in the selected tree. Then click hiExt =
Note: To run the report against the entire Workspace, leave the
Select Folders field blank.

Document Details Report

5tep 2 o 3 - Select Report Criteria

e

Select Report Template

¥ Sehect Report Criteria
then [11 E
Sebet Weport Dptiom | —

* Incheates a required fisld
ik [[[Mmte ] Gom | e |

1.  Enter a title for the report (required).

The title should be descriptive enough to stand apart from the
other reports in the log.

2. Click wl to select the desired workspace.

Select Workspace

i Search For Workspace

x|

Look Far:

|EPC Search

ﬂ EPC Customer Demo Project {Citadon Inc.) - Private Space

PC Project (Citadon Inc.) - Private Space
PC Training
ﬂ EPC Training {Citadon Inc.) - Private Space

Search completed

oK Cancel Help

Quick Reference Guide

3. Inthe Select Workspace dialog, enter a portion of the workspace

name in the Look For: field and the click SEEIE

4. Select the desired workspace from the list and click
(9] 4

to select the workspace.

—Step 2 of 3 - Select Report Criteria

Report Titler* [Document Detal For CIPM

Wiorkspace:* IEPC Project

Erowse, .. |

Group By: IOwner j

Jrganizakion
Cwner

5. From the Group By: dropdown list, select top-level grouping
criteria (Folders, Organization, or Owner).

—Step 2 of 3 - select Report Criteria

Report Title:* IDUcument Detail For CIPM

Workspace:* IEPC Praject Browse. .. |
Graup By IOwner j
then |[Mone] |

then

Jrganization

6. From the “then” dropdowns, select the next level of grouping (if
desired)

7. When finished, click ﬂl

BP Metrics Report

siness Process M Report x|

~Step 2 of 3 - Select Report Criteria

Report Title:* | =

Workspaze:® Browse. .,
Select Report Template
P P BP Mame:* Browse.

» Select Report Criteria ~Select Business Process Setups *

Click the Add button ko selsct Business Process Setups
Select Report Options

Addl,

K | i

I™ | Select all business process setups

- Business Process Dptions *

Overal State ~| [ Active I Suspended

I~ Completed [~ Canceled
Inskances: | Al = | within the date range

& o J03n52005 2| Ter [masieiz00s <]
& Last 7 days.
" Last 30 days

Determine resulk relative to:* ( Baseline date
# Target date

Select range of days For result calculations:* |

* Indicates a required field.

< Back Close e |

1.  Enter a title for the report (required).

The title should be descriptive enough to stand apart from the
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other reports in the log.

—Step 2 of 3 - Select Report Criteria

. Browse, .. . Repork Title:* |BP Metrics For EPC Issues
2. Click ——I to select the desired workspace. b I

Workspace:* IEPC Project Browse. .. |
Select Workspace : x|

BP Mame:™* |Issue
—Search For Workspace
—Select Business Process Setups *
Look For: X i
Click the Add button ko select Business Process TemplatesfShorteuts
IEPC Search |

from multiple workspaces.

B3 EPC Customer Demo Project (Citadon Inc.) - Private Space add...

B EPC Praject (Citadon Inc.) - Private Space
EPC Training < | |
EP< Training {Citadon Inc.) - Private Space .

™ Select all business process sstups

7. Click el if you want to select specific setups to be

reported against. Click Select all business process setups to
select all setups for this business process type.

Select Business Process Setups : ll

Search completed BP Mame [1ss1e Erowse |
oK | Cancel | Help | Type Mame
Selected
Clienk Issue Issue [Issue]
3. Inthe Select Workspace dialog, enter a portion of the workspace Issue Wendar Issue [Issue]

= h Wendor Issue
name in the Look For: field and the click cart
4. Select the desired workspace from the list and click

3
p— | Remave |

= to select the workspace.

Step 2 of 3 - Select Report Criteria

C I i KN — i
Report Title:* IBP Mekrics For EPC Issues
Warkspace:* IEPC Project Browse. .. |
QK | Cancel | Help |
EP Mame:™* I Erowse. .. I
8. Select the desired setup(s) from the list on the left and then click
. Browse, ., . - |
5. Click ——I next to BP Name: to select the business Add - Click L to confirm the selection.
process that the report will run against.
Business Process Options
Select Business Process Name ﬂ
Wiorkspace[ERC Froject rovse_| —Business Process Options *
Type Mame Owerall State [ open [ suspended
[ o Tall SEate [~ Completed [ Canceled
Issue Issue Cverall Skatus
Eﬁémm Ackivity Stakus within the date range
Transmittal
—
Eem O oo (1200572002 x| Ter [12/0B/2002 7|
" Lask 7 days
{* LLast 30 days
N i N [ o}
9. Using the dropdown list, select whether you want to report on
o | cace | meb | the Overall State, Overall Status, or Activity Status.
The check boxes will change for each selection, as shown
6. Select the business process from the list on the left and then 9

below:
click &I . Click LI to select the business

process type.
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[~ open [ suspended
[~ Completed [ Canceled

[ ontime [ Overdue
[~ Critical
[~ On time [T overdue
[~ Critical

10. Select the desire state(s) or status(es) on which you wish to

report.
—Business Process Options *
Activity Status =] ™ ontme [ Overdue
[~ Critical

Instances: |Al within the date range

|12£DB.I"2EID2 vI

{7 Last 30 days

11. From the Instances: dropdown list, choose whether you want to
report on All items, or those Created, Completed, or Due with in

a date range.

—Business Process Dptions *

IOveraII Status j V¥ On time W overdus

| Critical

Instances: ICreated j within the date range

& From: |0320/2003 x| Ter 032003 7|

= Last 7 days n
= Last 30 davs

March, 2003 > |
Sun Mon Tue ‘wed Thu Fri Sat

23 24 25 X 27 28
Determine result relative ko:*  Baseline date 2 3 4 E 7

Select range of days For result caloulations:™

Intervals in daws: |1

Fanee lakas Iﬂ :‘

RangeExample —| 20 &w 1 = 3 4
-
L 0tos Daysiaie ], T Today: 3/31/2003

&+ Target date 9 10 11 12 13 14 1§
16 17 18 19 20 21 2
23 024 2/ %X 7 2/ 0N

T Toa Y= TaCe T IO T T

12. If you selected, Created, Completed or Due, then select the

desired date range for the report by either picking From and To

dates, or selecting within the last 7 or 30 days

Deberming result relative to* ( Baseline date
{® Target date

Select range of daws For resulk calculations:

Range Example
Intervals in daws: |1 g P

10to5 Days late
, = Interval (5} | Days late (10
Days late: I10 3 Sto0  Days Iate:| 4 ol

]Days early (5}

Days early: |—1|:| 3; OtoS  Daysearly

13. Check whether you want the results to be calculated relative to

the Baseline Date or the Target Date.

Quick Reference Guide

The last three selections tell CW how much data to capture and how
granular you want the report

14.

15.

16.

The "Intervals in days” determines how granular the report will
be. You are selecting the number of days in each interval. In
the example above, we'’ve selected 1 day intervals.

"Days late” and “Days early” values are setting the limits on how
late or early you want to report. Use the up and down arrows to
select these values.

When finished, click&l.

BP Logs Report

Select Report Template
» Select Report Criteria

Select Report Options

:adon *CW.

Run Report Wizard - Business Process Log Report x|

~Step 2 of 3 - Select Report Criteri

Report Tie:*

~Select Business Process Name *
Click the Add button to select Business Process Hames from multiple
workspaces.

dd. ..

~Business Process Options *

Overal State ~| I Acive [ Suspended

I~ Completed [~ Canceled
Instances: |Al | within the date range

© Foy (0352008 =] tor [o3nesans <]
€ Last 7 days

€ Last 30 days

Group By: [[Nonz] -
Then | [Honz] =
Then |[Mone] T
—_—

* Indicates a required field,

<ok |[CREEET] e | teb |

Enter a title for the report (required).

The title should be descriptive enough to stand apart from the
other reports in the log.

. add... .
Click to select the business process to be
reported against.

Select Business Process Names x|
Workspace:
Type Narme
Selected
Add -= |
Bemove |
KN — i K1 — i
oK | Cancel I Help I

. Bi -
. Click &I to select the workspace(s) to report

against.
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Select Workspace x| —Step 2 of 3 - Select Report Criteria

—Search For Workspace

Repart Title:* |BP Log For RFIs
Look For:

|EPC Search I ~Select Business Process Name *

Click the Add button to select Business Process Mames from multiple

Bl EPC Customer Dema Praject (Citadan Inc.) - Private Space wiotkspaces.
ﬁw RFI, [EPC Project]

g5 EPC Praject (Citadan Inc.) - Private Space RFI, [Power Project]
EPC Training RFI, [Exploration and Driling Project]

B EFC Training (Citadon Inc.) - Private Space

The selected business process types and their respective
workspaces are now displayed in the selection list.

Business Process Options

—Business Process Options *

[ Cpen [~ suspended
[ Completed [ Canceled

Search completed IOveraII State

gl Skate
Crverall Status
Activity Status

oK | Cancel I Help |

within the date range

3. Inthe Select Workspace dialog, enter a portion of the workspace € oy | 12/06/2002 ¥ e 120672002 7]

= Last 7days
name in the Look For: field and the click Sezihn . {7 Last 30/days

4. Select the desired workspace from the list and click

[0].4
_—I to select the workspace. 5. Using the dropdown list, select whether you want to report on
the Overall State, Overall Status, or Activity Status.

Select Business Process Names 5[

The check boxes will change for each selection, as shown

workspace|e:plaration and Driling Project Erowse | below:

Type Mame [~ open [ suspended
Selected [~ cCompleted [ Canceled
Issue RFI [EP Project]
RFI RFI [Exploration and Criling Project .
Submittal RAMD A-Shorbcub33 RFI [Power Project] rall Skatus [~ On time [T overdue
Transmittal [~ Critical
_Remave | [ ontime [ Overdue
[~ Critical
K I— | KN I i , . .
6. Select the desire state(s) or status(es) on which you wish to
report.
oK | Cancel | Help I —Business Process Options *
fckivity Status | I~ ontme [ Overdue
[~ Critical
. Repeat the process for each workspace you wish to select from N
and select the business processes you wish to report against by Instances: | All within the date range
adding them to the list on the right.
ik I 12/06/2002 i l

. When finished, click

= Last a0 days

7. From the Instanced: dropdown list, choose whether you want to
report on All items, or those Created, Completed, or Due with in
a date range.
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—Business Process Options * 1f27/z00;
|overall State =] T open ™ Suspended 1/27/200:
[~ Completed [ Canceled 1f27]200:
Instances: ICompIeted x| within the date range 127 fzon:
Zfz0fz00:
& From: [11/01/2002 7| Ter [11/3002002 <] 1172003
B

L n Movember, 2002 n
™ Last 30 days : Bt

Sun Mon Tue Wed Thu Fri Sat

272 23 3w N 12

Group By |[None] j 3 4 85 E 7 8 39 B
001 12 13 14 15 16
Then |[More] - 17 018 18 0 21 2
Then [[vone] = 24 %/ % 27 28 29 eﬁ
12 3 4 5

Then |[rone] -

T Today: 12/6/2002
T

8. If you selected, Created, Completed or Due, then select the
desired date range for the report by either picking From and To
dates, or selecting within the last 7 or 30 days

Group By: | [Mone]

Skake
Skatus

Workspace

Business Process Mame
Business Process Setup

9. From the Group By: dropdown, select how you want your report
to be grouped at the top.

Group By | Workspace j

Then IEusiness Process Namej

Then I[NDHE] j

10. Repeat for each level of grouping that you desire.

11. When you have finished with all the options, click
Mexk =

User/Groups/Login Report

Quick Reference Guide

Run Report Wizard - User/Group Login Report

Step 2 of 3 - Select Report Criteria

Report Title:* I

Select Report Template
i Select Users/Groups

» Select Report Criteria Click the add button to select Users and Groups from multiple organizations.

Select Report Dptions Add...

4| [ ¥

Select Report Dake Range For login details:
& From:  |03415/2005 x|
i Last 7 days
" Last 30 days

To: 031642005 <

* Indicates a required field,

< Back | Clase Help

1. Enter a title for the report (required).

The title should be descriptive enough to stand apart from the
other reports in the log.

add..

2. Click = : to select the users and groups to be

included.

Select Organization x|

Type name o seleck From lisk:

Zitadon Sales

| 2|

. Select the desired organization and click Ll
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Select Users,/Groups x|
Organization: |itadon Sales Browee |
Type Marne
I Selected
€ #Citadon Inc. Account M & #Citadon Inc. Account Manage
€ #Citadon Inc. Super Adm #Citadon Inc. Super Administr
@#Eitadon Sales Administ #Citadon Sales Administration
€ #Citadon Sales Team
Eiaker, Dale
Bowman, Jonathan Remoyve

Draunis, Stephen
Dillan, Joe
Glerwright, Tom

P

_'Iﬂ KN il

[o]4 | Cancel | Help I

3. Select the users and groups to be included in the report and

click
[0].4

Run Report Wizard - Us:

Select Report Template
» Select Report Criteria

Select Report Options

) J S
citadon *CW.

fdd -

roup Login Repork - User/Group Login Repo

= to select them. When finished click

to confirm the selection.

~Step 2 of 3 - Select Repott Criteria

Report Title:* IUSE” Groups

—Select Users/Groups
Click. the: add button to select Users and Groups From multiple organizations,
Citadon Sales Team, [Citadon Sales] Add. ..
2l 13|

Seleck Report Date Range for login details:
& From:  |03/15/2005 x|  To: [03/16/2005 <]
(" Last 7 days
~ Last 30 days

* Indicates a required field.

Mext = I Close Help

The selected users and groups are displayed.

Select Report Date Range For login details:

 From:  [12/05/2002 =) Ter |12/06/2002 -]

{~ Last 7 days

F 5

Select the date range for the report. For each user listed in the
report a detail of logins within the date range selected here is
available by clicking on a name.

When finished, click et

Citadon Customer Support

Citadon CW

Hours: 6am - 6pm PST
mailto:support@citadon.com




