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SCHEDULE A REPORT

The following instructions will walk you through the process of scheduling a report.

NAVIGATION

Login into myUFL and navigate to:
Nav Bar > Main Menu > Enterprise Analytics > Access Enterprise Analytics

1. To open a report, click on the My Content folder or the Team Content folder.
e The My Content folder is used for your personal reports.
e The Team Content folder is used for reports shared by you and other members of your team.

2. Navigate to the Report
3. Click the More option(ellipses)

UF myUFL Enterprise Analytics v

o Bn Teamcontent > Campus General Reports oY N

fo) B Depariment Terminations and Transfers
~ 5/12/2020 12:45 PM

o

+]
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4. Select Create report view

10)3 myUFL Enterprise Analytics
o to Teamcontent > Campus General Reports oY n
?l :De:;azrzg\:?f “i:r;r’v‘:naxions and Transfers
i = ® Runas
e & Editreport
m
B [ View versions
° %, Createanew job
o8 Share
[ Take ownership
[@ Copyor move
[ Create shortcut
0 Delete
= Properties
2

5. Name the report as desired and save to your My Content folder:

Save as X

m w My content [+]

B mm 1-Managementslide Reports
[ 1-FPM Projections vs Actuals by Menth
] 2FA Enrollment Report by DeptID(s) frn

[l Actively Affiliated Consultants and Employees

.

Save as: |Repor1: view of Department Terminations and Transfers for 32010500 |
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Navigate to the saved report view in your My Content

myUFL Enterprise

7. Click the More icon.

{@ Home
Q Ssearch
3 My content
@
(8 Teamcontent
@
© Recent

R Getting Started

+ New
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8. Click Properties.

@y Home

Q Search Subscriptions
[ Mycontent
Ll
[@ Teamcontent
- Do jent activity
[3) Reporting Services B Ty, a
Runas

© Recent
¢ Edit report

8 Create report view
[ Viewversions

0, Cresteanew oo
o Snare

&y Copyormove

# Creste shortout

[ Deiste

X Getting Started

+ New

9. Click Schedule.

@ Home ) Mycontent + 90U [E) Deity agent activity my copy
Q searcn

[ Mycontent
@

[ Teamcontent

Deiy nt activity Description
) Repotngsenices | @ SRSV e
@© Recent

Advanced v

Xf Getting Started

+ New
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10. Click the New icon.

myUFL Enterprise Analytics

{ay Home -]
Q, Search

[ Mycontent &

7 Tl ﬁ Daily agent activity my copy

General Report Schedule Permissions %

(© Recent i

[ Teamcontent B

[ Reporting Services B -=

£ Getting Started

+  New

11. Select how frequently you would like to schedule the report.

myUFL Enterprise Analytics ~

{ay Home My content £ 7 1L < Back Create schedule
Q Search Type - ‘
[3 My content R Beriod I
[ Teamcontent i
Start |
[0 Reporting Services
End |
(© Recent I
Repest on M T W TF 5 § ‘
: %
[] Daity time interval
Options
e [ HTML >
Deliven E Save >
Prompts Setvalues »
R Languages English (United States) >
+  New
PDF Select -
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12. Select when and how often you’d like to receive the report.

myUFL Enterprise Analytics ~

{ay Home My content + 7 o1 « Back Create schedule
Q Search [ No end date
[ ™y content o

[2 Teamcontent

[0 Reporting Services

(© Recent

1 Monh;
[ Deity time interval

I Options
- ) HTML >
Delivery ) Save >
Prompis Setvaluss >

4f Getting Started

New
BT Creste

13. Use the format section to select the type of format you would like to receive the report in. Click the arrow icon

next to format type.

myUFL Enterprise Analytics v

{Qy Home 3 My content + ¥ ou € Back Create schedule
Q) Search [ No end date
[ ™y content o

[2 Teamcontent

[ Reporting Services Day

@ Recent Reoeat even
Repeat every
[ Daily time interval

1 Options

o R |
Delivery %) Save >
Prompis Setvalues »
Languages English (United States) >
FOF

if Getting Started

Mew
e BT Creste
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14. Check the box next to format type you would like to receive.

myUFL Enterprise Analytics

(@ Home 3 My content + ¥ M ¢ Back Create schedule Format
Q. search [ ho end date 1
E] HTML ]
[ Mycontent &
@®
A FOF
(& Team content B a
[E] Reporting Services g oY= Day Excel m|
(© Recent Repest every 1 Monthis) Excel Data O
[ Daity time interval v O
| ot =1
Format [ HTML >
Jelive: [E) Save >
Prompts Sstvaluss >
Lenguages English (United States) >
OF Sele

#f: Getting Started

+ Mew

15. Click Done.

myUFL Enterprise Analytics ~

(@ Homs [3 Mycontent L 7 on < Back Create schedule Format
Q Search [] Mo end date -
E] HTML O
3 My content 7]
@ P
A OF
[& Teamcontent 8 5 .
[ Reporting Services B oo Day Excel =
(© Recent Repest every 1 Month(s Exoel Data O
[ Daity time interval s 0
(i
Eorma EES »
Delivery »
Prompts Setvalues »
Languages English (United States) *

A Getting Started

+  Mew
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16. Use the Delivery section to select the how you would like to receive the report in. Click the arrow icon next to
delivery.

myUFL Enterprise Analytics ~

{ay Home ) My content + 7 o < Back Creafe schedule
Q search [ Mo end date .
[3 My content

[&) Teamcontent

[ Reporting Services Dy
@ o Repest every ) ;,<.3,‘,.S.
[ Daity time interval
| Options
Form E‘ Excel o
Delivery @) save >
Prompts Setvalues »
English (United States) ¥
FOF Select

4f Getting Started

+ New

17. To receive your report via email, click box the next to Send report by email.

myUFL Enterprise Analytics

{2} Home ~; My content + 7 o1 < Back Create schedule Delivery
Q, search [ Mo end date
. A G Send report by email O
(3 ™y content (] Ty opy R
) Print report
(& Team content B 5 Print repo 0
[ Reporting Services B ,-;.,_ e [ Zendr=oertto mobile devics O
© FRecent [ Savetocioud O
W) Save report ]
delive: @) save >
Prompis Setvalues »
Languages English (United States) >
oF Sele
£ Gotting Started
+ MNew 7
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18. Enter the recipient’s email address.

myUFL Enterprise Analytics

{7 Home 3 My content + VU ¢ Back Create schedule Delivery
Q Search [ Mo end date - -
Q Send report by email
(3 My content [
@ Attach the report O
[& Teamcontent B .
To >
[3] Renorting Services B =
@ Recent Reneat even
Repeat every
[ Daity time interva
I Options =1
Forma [ Excet >
& Emi >
Prompts Setvalues ¥
Language: English {United States) > 4
PDF Select Include a link to the report ]
i Getting Started
Ca = & Print report O
Mew
+ Mew Create
- - oo ot drs vl s — h

19. A best practice is to send the report as a link rather than as an attachment to ensure that the recipient has
permissions to view the data. The recipient will have to log into Enterprise Analytics. Gatorlink will authenticate
their permissions.

mylUFL Enterprise Analytics ~

{ay Home My content + 9 U < Back Create schedule Delivery
Q Ssearch ClNoendaate o | Subect N
A new version of Daily agent activity my cop
[ My content Cop
@
(& Team content
[ Reporting Services Day -
® Recent Repest every 1 Monih(s]
[ Daily time inte:
I Options
Form [ Bxce > =
- e o , nclude a link to the report =
a Print report O
Prompts Setvalues »
[ send report to mobile device O
Languages i ad States) ¥
E. Save to cloud O
v Getting Started ’:F ) - W) Save report -]
+  New Create - m -
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20. If you have prompts in the report, click Set values to set the prompts for the recipient.

myUFL Enterprise Analytics

Search

My content
@
Team content

Home 7 My content

83 £ Barck Create schedule

[] Mo end date -

Reporting Services l

@ H ¥ 0O OB

Recent

F  Getting Started

+ MNew

veek
Day
1
|
Repesat every l
]
[] Daily time interval s
i )
I Options i
Format 5] Exce >
Delivery = Emai X} save =9
Prompis Setwalues »
Languages English (United States) »
eoE Szle

21. Click Set.

Home 5 My content

Search

My content

Team content

Reporting Services

@ B O o2 B K

Recent

Kf Getting Started

+ New

Create schedule Current values
[ Noend dat= -
y of the month
1 Montl

[ Exce >
oy Email (R Save >
Setvaluss ¥
English (United States) *

myUFL Enterprise Analytics
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22. Click Create.

Languages English (United States) >

-:‘(:):- Getting Started

PDE Select

B

23. The schedule confirmation message displays. Make sure that Schedule is set to enable.

{ar Home [0 My content + ¥ U E Daily agent activity my copy
(Q Search .
o]
(3 My content =
® " - BT o eala .
[& Team content = :‘:Ii:i?l;:_;:? deslersalss General Report Schedfle  Permissions I
[ Reporting Services B Ezliigejtgicﬂw e
Monthly - Monthly on the fir n |
(D Recent
XLS i
Excel :
|
|
| I
F Getting Started
=+ New
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ADDITIONAL HELP

Technical issues, contact the UF Computing Help Desk
352-392-HELP

Policies and Directives, contact the University of Florida Reporting Services
reporting-services@ufl.edu
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