Setting Your Preferences

Before you start using Crystal Reports, therearethings you should do right away. You
should set your preferences to:

* make Crystal Reports be the first thing you seenmoai log in
» allow you to print.

These two tasks need to be completed once onlyplimg them will simplify using Crystal
Reports.

1. When you log in for the first time, this scredgplays:
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2. Click on “Preferences” near the top of youeser.
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Preferences — OR013@068 2=

General

| »

w Preferences

[¥ Use Default Settings {(Administrator defined)
Change Password

Locales and Time Zone
Set BI launch pad start page:

Analysis edition for OLAP
& Home tab

Wweb Inteligence
& Default Home tab

BI workspaces
P € Select Home tab: Browyse Home Eab,.. |

Crystal Reports

& Documents tab

{# My Documents
& My Favorites

{0 Personal Categories
My Inbox

¢ Folders
@& Public Folders

€ Select Public Folder: Browse Folder ... |

Choose columns displayed in Documents tab:

Save | Save & Close | Canicel | LI

3. The “Preferences” window opens. Click on thec&neark to the left of the “Use Default
Settings (Administrator defined)” option.

. Preferences — DR0139068
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Zhange Password
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{" Documents tab
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4. The checkmark disappears. The “Set Bl launchspart page” field (directly below)
becomes enabled. Parts of the field become enabl@tbok black now instead of gray.
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Preferences — OR0139065

General
Preferences

[T use Default Settings {(Administrator defined)
Change Password

Locales and Time Zone
Set BI launch pad starkt page:

Analysis edition for SLAP
{~ Home tab
Wieb Inkeligence
{* Defaulk Home tab

BI woarkspaces
P {0 Select Home tab: Browse Home Eaby., .

Crystal Reports

{* My Documents
{ My Favarites
{~ Personal Categories
0 My Inbox

{ Folders
= Public Folders
= Select Public Folder: Erowse Folder ... I

5. Click on the radio button to the left of the “Docents tab” field. Some of the fields
beneath it become enabled and look black now idsiégray.

Preferences — TEST FamilyMet

Preferences General
[T use Default Settings {(Administrator defined)
Locales and Time Zone

Analysis edition for SLAP
Set BI launch pad start page:

‘ieh Inteligence
{" Home tab
BI waorkspaces
% Defaulk Home tab

Crystal Reports
¥ P {0 Seleck Home tab; Browse Home tab., .

{* Documents tab

" My Documents
& My Favorites
& Personal Categories
& My Inbox
* Folders
¥ Public Folders
" Select Public Folder: Browse Folder .. I

6. Click on the radio button to the left of the “Fotd&field. The fields below it turn black.
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Preferences — TEST FamilyMet

Preferences General
[T use Default Settings {(Administrator defined)
Locales and Time Zone

Analysis edition For OLAP
Set BI launch pad start page:

web Inteligence
? {~ Home tah
BI workspaces
¥ Default Home kab

Crystal Reports
¥ P Select Home tab: Browse Hame Eab,..

{* Documents tab

" My Documents
% My Favarites
T Personal Categaries
My Inbox

{* Folders
= Public Folders

—— (3 Select Public Foldsr: Browse Folder ... I

7. Click on the radio button to the left of the “Seal€aiblic Folder” field. The “Browse
Folder” button to the right becomes enabled anédatarker on your screen. Click on
the “Browse Folder” button.

Select a Public Folder

Folders Title =
: Public Folders Daka Federation
\ I pata Federation Familytit

LiZM

- Familwhet
PlatForm Search Scheduling

e LCM YWisual Difference

Platform Search Scheduling
[+~

Yisual Difference

8. A new window opens on your screen. Click on the sigh to the left of the “FamilyNet”
folder.
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Select a Public Folder

Folders Title =
Public Folders Data Federation
Data Federation Familyhlet
; LCHM
< Familytiet PlatForm Search Scheduling
: Wisual Difference
¥ oreHIDs
0 Lom
Platform Search Scheduling
[+

Wisual Difference

9. The “FamilyNet” folder opens. An “ORCHIDS” foldeppears beneath it.

Select a Public Folder

Title =
Data Federation
Daka Federation el s
5. LCM
i Farnilyhet Platfarm Search Scheduling
E Yisual Difference
B OREHIDS
H 1 em
PlatForm Search Scheduling
[+

Yisual Difference

10. Click on top of the word *ORCHIDSto the right of the folder icon). Do not clicknaghe
“+” sign.
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Select a Public Folder

Folders Title =
B Public Folders Benton Counky
i <
Data Federation Llrleln Sl 57
=8 Wheeler County
FarnilyMet
2l onciin:
I Lam
Platform Search Scheduling
-

Yisual Difference
11.The name of your county should appear on the sl of your screen. Call ORCHIDS
Application Support if it does not appear (971-@382).

Select a Public Folder

Folders Title =

=- Public Folders u
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B [E3 visual DifFerence

Open I Cancel

12.Click on your agency’s folder. A blue stripe appgean top of it. Click on the “Open
button in the lower right corner of the window.
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Preferences — TEST FamilyMet

Preferences General
[T use Default Settings (Administrator defined)
Locales and Time Zone

Analysis edition For OLAP
Set BI launch pad start page:

Web Inteligence
i~ Home tab
BI wiorkspaces
{¥ Default Home kab

Crystal Reparts
¥ P T Select Home kab: Brawse Home Eaf.,.

{* Documents tab

{” My Documents
{% My Favorites
{T Personal Categories
& My Inbox

{* Folders
{~  Public Folders

% Select Public Faolder: Browse Falder ... |
——)  |Genkon County

13.The window showing the file folders closes. You baek in the “Preferences” window.
The name of your agency should appear beneattStlect Public Folder” field.
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Preferences — TEST FamilyNet

& Defaul Home tab
ﬁ Crystal Reports

[
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Preferences General

[~ Use Default Settings {(Administrator defined)
Locales and Time Zone

Analysis edition for OLAP
Set BI launch pad start page:

Web Inteligence
= Home tab

BI workspaces

€ Select Home tab: Browse Hame kst .

{* Documents tab

i~ My Documents
& My Favorites
€ Personal Categories
My Inbox T

@ Folders
" Public Folders

* Select Public Folder: Browse Folder ... I

Benton County

Choose columns displayed in Documents tab:

Save | Save & Close I Cancel | LI

14.To set up printing, find “Crystal Reports” on tledtIside of your screen. Click on “Crystal
Reports.”

Preferences — TEST FamilyNet

(]
X

Preferences Crystal Reports \
General Select a default visw Format:
Locales and Time Zone & Web (no downloading required)
Analysis edition For OLAP " Web Activel (ActiveX required)

web Inteligence " Web Java {Java required)

Bl workspaces Select printing contral (For Web):

' POF ane-click printing (Adobe Acrobat required)
& Activex one-click printing {Active: required)

Select a rendering resolution (for web): _

96 DPI
120 DPI
@ Auko Detect

Select a default measuring unit;

* Inches
= Millimeters

[ Show SAP Variable Technical Mame (SAP Crystal Reparts 2011 only)

Save | Save & Close I Cancel |

15. A blue highlight appears around “Crystal Reports'tioe left side of your screen. The items
on the right side of your screen change.

11 3/28/2013



Preferences — TEST FamilyNet

Preferences Crystal Reports
General Select a default view Format:
Locales and Time Zone & wWeb (no downloading required)
Analysis edition For OLAP Wb Activer (Activel required)

web Inteligence  Web Java {Java required)

BI workspaces Select printing contral (for Web:

% PDF ane-click printing (Adobe Acrobat required)
= Activex one-click printing {Actives required)

Select a rendering resolution (For Web):
i 96 DPI
i 120 DPI
& fuko Detect

Select a default measuring unit;

* Inches
= Millimeters

¥ Show SA&P Wariable Technical Mame (SA&P Crystal Reports 2011 anly)

Save| Save & Close | Cancel |

16. Click on the item “PDF one-click printing (Ade\crobat required)” on the right side of

your screen. Then click on the “Save & Close” batito the bottom right corner of the
window.

Preferences Changed Gt

Changes to some preferences will only be reflected when the page reloads,

17. A message window will open on your screen. Miessage means that you need to log out

and log back in to see the changes you have maidk.tle “OK” button to close the
message window.
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> BI launch pad - Windows Internet Explorer
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18. Close the application. One way to do this islick on the “File” menu at the top of your
screen and then select “Exit” in the drop-down [l$te application closes.
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E_q_l_d;rs - ] | Caseload Reports Folder
= -
=1 public Folders ~ [0 | ClientPopulation Reports Folder
: | Data Faderation 1| CountyCode Reparts Folder
By [ | Failed visits Folder
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19. Log back in. (See step #4 on page 2 if you medgl) The first screen you see after the login
page should show your agency'’s file folder andrépmrts inside of it. Call ORCHIDS
Application Support (971-673-0382) if you do noe s®ur agency’s file folder and a list of
reports.
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