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Access Permissions
Administrative access can be granted to 
specific groups of users to restrict access to 
specific applications

*Cashier feature is only available in Equitrac Express

Admin = System Manager
Reports = Reports Manager
Accounts = Accounts Manager
Department = Department Manager
Device Admin = DME Console
Print distribution = Send To printing
Cashier* = Cashier application
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Access Permissions
These permissions are for registered 
domain users and groups and are 
configured in System Manager

*Cashier feature is only available in Equitrac Express
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Reports Manager
Contains a comprehensive selection of 
standard reports, which can be customized
Allows tracking of usage patterns such as:
–User or department activity
–Activity load on particular print devices

Reports can be saved in multiple  
formats
–Comma Separated Values (csv)
–XML
–Web Page (HTML)
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Standard Reports
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Search Criteria
Reports can have custom search criteria

Account Listing Report

Account Statement Report
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Sample Report
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Configuring Report Layout
Run a Standard
report that is 
similar to the 
custom report 
you need
Choose the 
“Configure 
Report Layout”
from the View 
menu
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Original layout:

Customized layout:

Original vs. Customized Layout

10Chapter 3-Exercise J © 2008 Equitrac Corporation. All rights reserved. 

You can save the 
layout of a 
custom report for 
future use

Save Custom Reports

Parameters are 
available when 
saving a custom 
report
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Running the New Custom 
Report

Custom reports can be saved as a subset 
of the original report or grouped separately
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New Custom Report

Original Report

Customized Report
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Site vs Personal Reports
Site reports:
– Are saved on the Equitrac server
– Can be scheduled
– Are viewable by everyone

Personal reports:
– Are saved in the user’s local machine
– Cannot be scheduled
– Are viewable by that user only
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Scheduled Tasks - Reports
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Scheduled Tasks - Reports
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Mail Server 
Identify the SMTP mail server, the From 
email address and Authentication if 
needed



Chapter 3-Exercise J
Schedule, Reports and PermissionsEE-EO

Page 9© 2008 Equitrac Corporation. All rights reserved. 

17Chapter 3-Exercise J © 2008 Equitrac Corporation. All rights reserved. 

Users can view the status of their own 
account and transactions on the web
http://servername:2941/webtools

View Personal Web Statements
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Questions?


