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1 General information

In the context of this document ASC represents ASC Technologies AG, its subsidiaries, branch
offices, and distributors. An up-to-date overview of the aforementioned entities can be found at
https://www.asctechnologies.com
ASC assumes no guarantee for the actuality, correctness, integrity or quality of the information
provided in the manuals.
ASC regularly checks the content of the released manuals for consistency with the described
hardware and software. Nevertheless, deviations cannot be excluded. Necessary revisions are
included in subsequent editions.
Some aspects of the ASC technology are described in general terms to protect the ownership
and the confidential information or trade secrets of ASC.
The software programs and the manuals of ASC are protected by copyright law. All rights on the
manuals are reserved including the rights of reproduction and multiplication of any kind, be it
photo mechanical, typographical or on digital data media. This also applies to translations.
Copying the manuals, completely or in parts, is only allowed with written authorization of ASC.
Representative, if not defined otherwise, is the technical status at the time of the delivery of the
software, the devices and the manuals of ASC. Technical changes without specified announce-
ments are reserved. Previous manuals lose their validity.
The general conditions of sales and delivery of ASC in their latest version apply.

http://www.asctechnologies.com
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2 Introduction

The report instances available in the system are displayed in the Report Instances module. A
report instance is the detailed configuration of the report template which defines which data is
considered. A report is created on basis of the report instance and the parameters at the de-
fined execution date.
Users have the possibility to create different instances from a report template to display different
parameter values. They can select a particular report template from a list in the Report In-
stances module and define specific values for the parameters of that template. Additionally, they
can define when the report is supposed to be executed and which users may see the generated
report in the Reports module.
In the Report Instances module, the following actions can be performed for the respective report
template:

• Defining the values of the parameters of this template
• Specifying the name of the report
• Defining the date and time when the report is supposed to be carried out
• Defining the authorized users for the generated report
• Defining the output format of the report
• Deleting instances

Open the module by clicking on the menu item Report Instances in the navigation bar.

Fig. 1: Menu item Report Instances

Basic information about using the application INSIGHTneo can be found in the user manual IN-
SIGHTneo - General information.
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3 Main view

All available report instances are displayed in the main view.

Fig. 2: Report instances main view

Depending on the configuration of the columns, the following information is displayed in the
main view:

Name Name of the report template
Comment Shows the comment which has been saved for the selected instance.
Status Shows the processing status of the report template.

 = released
 = draft
 = deactivated

Template Type Shows the type of the template.
 = report template
 = dashboard template

Based On Instance which has been the basis for the new instance.
Copied From Name of the template from which this template has been cloned (func-

tion Create > Clone).
Generated Reports Number of the created reports based on this instance.
Created By Shows the name of the user who has created the report template.
Creation Date Date on which the template was created.
Updated Date on which the notification was updated for the last time.

3.1 Toolbar
The toolbar offers the following functions.

Fig. 3: Toolbar Report Instances module

Create Here, you can create a new report instance or clone an
existing one, see chapter "Create instance", p. 24.

Show preview After selecting the format of the preview in a drop-down
list which contains all formats you have selected in the
tab Details (multiple selection possible), a preview is
opened.
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Delete Deletes the report instance.

Report Instances Delete Reports Deletes the reports for the selected report instance, see
chapter "Delete reports", p. 27.

Deactivate Deactivates the report instance. A deactivated report in-
stance can neither be used anymore nor activated again.

General Print Prints the table of the main view.
Adjust Table Opens a window in which you can adjust the following

settings for the main view:
• Displayed information
• Order of the displayed columns
• Number of rows per page

Save Table Con-
figuration

Saves the current table configuration of the main view as
default view of the user.

Search Opens the window of the search function. The search
function allows searching systematically for sets of data
which meet certain criteria, see Search.

Reset Search Resets all manually entered search criteria.
General Help Opens the online help.
Module Help Opens the module-specific online help.

In the user manual INSIGHTneo - General information, you find detailed descriptions of the de-
fault functions such as Print, Adjust table or Help if required.

See also
2 Delete reports [} 27]
2 Create instance [} 24]
2 Search [} 7]

3.1.1 Search
The search function allows searching systematically for sets of data which meet certain criteria.
1. Click on the menu item General > Search in the toolbar.

ð The window Search Criteria appears.

Fig. 4: Window Search Criteria (example)

2. Set the respective search criteria.
NOTICE!  It depends on the respective module which search criteria are available.
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3. To start the search, click on the button Search.
To reset all manually entered search criteria, click on the button Reset.
ð After running the search, only those sets of data are displayed in the main view which

meet the set search criteria.
4. To display all original sets of data in the main view again, i. e. to reset the manually entered

search criteria, click on the menu item General > Reset Search in the toolbar.
Via the button Manage Searches you can save the defined search criteria under an unambigu-
ous name, to load saved search criteria or delete them.
Via the icon  you can tag the search criterion as favorite. Criteria tagged as favorite are dis-
played additionally in the upper area of the window Search Criteria and marked with the icon .

If conversation rules (view filters) apply for the logged-in user, then predefined search settings
are displayed in the search criteria of the following modules which comply with the filter set-
tings of the conversation rules:
- Sessions module
- Calibrations module
- Audio Analysis module
You cannot delete these user-specific filter settings or search settings: however, you can add
new ones and thus additionally filter the displayed entries in the main view.

A detailed description of the search function can be found in the user manual INSPIRA-
TIONneo - General information.
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4 Detail view

The detail view contains additional information about as well as functions of the selected report
instance.

Fig. 5: Detail view of a report instance for a report template and for a recording dashboard template

The detail view consists of the following tabs:
• Details

Here, details of the selected report instance are displayed. See chapter "Tab Details", p.
9.

• Parameters

Here, the parameters of the selected report instance are displayed. See chapter "Tab Pa-
rameters", p. 10.

• Employees (only for report templates)
Here, you can add employees to the report instance. See chapter "Tab Recipient", p. 13.

• Schedule (only for report templates)
Here, you can change the settings of the schedule. See chapter "Tab Schedule", p. 20.

4.1 Tab Details
Here, details of the selected report instance are displayed.

Fig. 6: Tab Details

Name Name of the report instance
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Comment Shows the comment which has been saved for the selected report in-
stance.

Status Shows the processing status of the report template: Draft, Released
Output format Here, you can set the output formats: PDF, CSV and/or HTML
Report language Language which is supposed to be used for the report.
Visible for Here, you can select who is supposed to be able to see the information

of the recording dashboard in the Portal.
This option is only available for recording dashboard templates.

Based on Name of the report template on which the instance is based.
Created by Name of the agent who has created the report instance.
Creation date Shows the date on which the template was created.
Generated reports Number of the generated reports based on this report instance.
Retention time Here, you can activate a retention time for the reports of the report in-

stance.

4.1.1 Group field Retention Time
Here, you can enter a retention time for the generated reports of the report instance. When the
retention time is exceeded, the generated reports are deleted automatically by the system.

Fig. 7: Group field Retention Time

Enter the respective retention time in the entry fields Year(s), Month(s), Day(s).

4.2 Tab Parameters
In the tab Parameters, you can define the details of the content of the report.

Fig. 8: Tab Parameters (example)

Depending on the template, different parameters are available. In the following, you find the de-
scription of an exemplary selection of different elements and their configuration possibilities.

4.2.1 Agents
Here, you can add or remove agents who are supposed to be considered in the evaluation.
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Fig. 9: Agents

Add from organi-
zation structure

Opens a window in which you can select agents from the organi-
zation structure.

Add Opens a window in which you can add agents.

Remove Removes the selected agent from the list.

4.2.2 Considered period
Here, you can select a period which is supposed to be considered when displaying the informa-
tion in the recording widget. This element is only available for recording dashboard templates.

Fig. 10: Considered period

The following periods are available:
• Last Hour
• Last 12 Hours
• Today
• This Week
• This Month
• This Quarter

4.2.3 Evaluation templates selection
Here, you can add the evaluation templates.

Fig. 11: Evaluation template selection

Add Opens a window in which you can select and add evaluation tem-
plates.

Remove Deletes the selected evaluation template.

Only released and deactivated evaluation templates can be selected. Templates with the sta-
tus Draft are not displayed.

4.2.4 Evaluation period
Here, you can enter the evaluation period.
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Fig. 12: Relative date

On the left side, you can see the description of the time values. On the right side, you see the
options:

Period of
time

Here, you can enter a period of time. The following options are available:
• Last Year
• Current Year
• Last Quarter
• Current Quarter
• Last Month
• Current Month
• Last Week
• Current Week

between Here, you can enter a period of time which ends with the current date. The date
entered in the entry field must be before the current date.

If a relative start date such as Last Year has been defined, a hidden end date is automatically
implied.
You can enter the date directly in the entry field via the keyboard or via the icon .

4.2.5 Calibrations
Here, you can add or remove calibrations.

Fig. 13: Calibrations

Add Opens a window in which you can add calibrations.

Remove Removes the selected calibration from the list.

4.2.6 Organization units
For reports which are based on groups, you can add or remove organization units here.

Fig. 14: Organization units

Add Opens a window in which you can add organization units.
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Remove Removes the selected organization units from the list.

4.2.7 Call direction
Here, you can select a call direction which is supposed to be considered when displaying the in-
formation in the recording widget. This element is only available for recording dashboard tem-
plates.

Fig. 15: Call direction

The following options are available:
• Incoming
• Outgoing
• All

4.2.8 Keyword list selection
Here, you can add keyword lists.

Fig. 16: Keyword list selection

Add Opens a window in which you can select and add keyword lists.

Remove Deletes the selected keyword list.

To be able to add keyword lists, keyword lists must have been created in the Audio Analysis
module, see user manual INSPIRATIONneo - Usage Audio Analysis module.

4.2.9 Score field
Here, you can enter a number which is supposed to be used as threshold of a certain score in
the report; alternatively, this number can serve as definition value for displaying colors: In this
case, one color is used until this number is reached and another color for scores after this num-
ber. The label of the field can be edited in the report template.

Fig. 17: Score field

4.3 Tab Recipient
Here, you can add recipients, organization units, and roles to the report instance who can view
the generated reports in the Reports module or in the Portal or who are sent the report as an e-
mail attachment.
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Fig. 18: Tab Recipient

Activate for all employees  = All employees can see the information in the record-
ing widget. No group fields are active and no additional
settings required.

 = The group fields Employees, Organization units,
and Roles become active and you can add individual
employees, organization units or roles who will be able
to see the information in the recording widget.
This option is only available for recording dashboard in-
stances.

Group field Recipient
Here, you can add recipients who can view the generated report in the Reports module or in the
Portal or who are sent the report as an e-mail attachment. By default, the currently logged-in
user has been preset as recipient.

Fig. 19: Group field Recipient

Add from organization
structure

Opens a window in which you can select recipients from
the organization structure, see chapter "Add recipients
from organization structure", p. 16.

Add Opens a window in which you can select recipients, see
chapter "Add recipient directly", p. 16.

Remove Removes the selected recipient from the list.

Group field Organization Units
Here, you can add organization units the assigned employees of which can view the generated
report in the Reports module or in the Portal or who are sent the report as an e-mail attachment.
This is a dynamic process; i. e. if employees leave an organization unit, they will stop receiving
the reports when it is created the next time.
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Fig. 20: Group field Organization Units

Adds new organization units to the list, see chapter "Add complete organi-
zation units", p. 17.
Opens a window in which you can edit the selected organization unit, see
chapter "Edit configuration of the report instance regarding the organization
unit", p. 18.
Removes the selected organization unit.

Group field Roles
Here, you can add roles to allow the users with this role to view the report in the Reports mod-
ule or in the Portal or to send them an e-mail with the report as an attachment.

Fig. 21: Group field Roles

Adds new roles to the list, see chapter "Add roles", p. 19.

Removes the selected role.

Group field Send report to unregistered e-mail user
Here, you can add users as recipients who have not been registered in the system.

Fig. 22: Group field Send report to unregistered e-mail user

Adds new e-mail users to the list, see chapter "Add unregistered e-mail
user", p. 20.
Deletes the selected e-mail user.

In order for a report to be create, the report instance must have been assigned to at least one
employee/recipient, an organization unit, a role, or an external e-mail user. When it comes to
organization units and roles, it can occur over time that the respective organization unit or role
end up empty because all employees have left it. In this case, you are prompted in the System
Monitoring in the description of the job execution to check the assignment of the employees/re-
cipients, organization units and/or roles.
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4.3.1 Add recipients from organization structure
1. Open the group field Recipient.
2. Click on the icon  (Add from organization structure).

Fig. 23: Recipients

3. Click on the name of an organization unit in the left window.

Fig. 24: Add recipients from organization structure

4. Select one or several recipients from the list in the right window.
To select several recipients or to revoke the selection, click on the respective line while
holding the [Ctrl] key down.
To select all recipients, click on the icon  (Select all).
To deselect all marked employees, click on the icon  (Deselect all).

5. To add the selected recipients and leave the window open for further adjustments, such as
adding more recipients from other organization structures, click on the button Add.
To add selected recipients and close the window, click on the button OK.
To discard the selection and close the window, click on the button Cancel.

4.3.2 Add recipient directly
1. Open the group field Recipient.
2. Click on the icon  (Add).



4 Detail view

Report Instances module - neo 6.x Rev. 1 17 / 31

Fig. 25: Assign recipient

3. Select one or several recipients from the list.
To select several recipients or to revoke the selection, click on the respective line while
holding the [Ctrl] key down.

Fig. 26: Add recipient

4. To add the selected recipients, click on the button Add.
To discard the selection and close the window, click on the button Cancel.

4.3.3 Add complete organization units
1. Open the group field Organization Units.
2. Click on the button Add.

Fig. 27: Organization units

3. Select one or several organization units from the list.
To expand or collapse all nodes in the tree structure, click on the icon  (Expand/Collapse
all nodes ). To select several organization units or to revoke the selection, click on the re-
spective line while holding the [Ctrl] key down.



4 Detail view

Report Instances module - neo 6.x Rev. 1 18 / 31

Fig. 28: Add organization units

4. To add the selected organization units, click on the button Add.
To discard the selection and close the window, click on the button Cancel.

Assigned organization units can be configured additionally in the detail view, see chapter "Edit
configuration of the report instance regarding the organization unit", p. 18.

4.3.4 Edit configuration of the report instance regarding the organization unit
1. Open the group field Organization Unit.
2. Hover the cursor over an organization unit to display the existing configuration of the report

instance regarding the organization unit.
3. In the table, select the organization unit the configuration of which you would like to edit and

click on the button Edit.

Fig. 29: Edit organization unit

ð The window Edit appears:
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Fig. 30: Edit (example)

The following configuration possibilities are available as multiple selection:

with attachment Activate this check box if you would like to make sure that the report can be
sent as an e-mail attachment. In a second step, select who is supposed to
receive the report as an e-mail attachment.

Agents Activate the check box if you want that all agents of the organization unit re-
ceive an e-mail informing them that a report has been created that they now
can view in the application INSIGHTneo. If you additionally select the option
with attachment, all agents of the organization unit receive a copy of the re-
port as an e-mail attachment.

Superiors Activate the check box if you want that the superior of the organization unit
receives an e-mail informing him that a report has been created that he now
can view in the application INSIGHTneo. If you additionally select the option
with attachment, the superior of the organization unit receives a copy of the
report as an e-mail attachment.

4. To save the entries, click on the button OK.
To discard the entries and close the window, click on the button Cancel.

4.3.5 Add roles
1. Select the group field Roles in the tab Employees.
2. To assign roles, click on the button Add.

Fig. 31: Roles

3. Select one or several roles from the list.
To select several roles or to revoke the selection, click on the respective line while holding
the [Ctrl] key down.
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Fig. 32: Add roles

4. To add the selected roles, click on the button Add.
To discard the selection and close the window, click on the button Cancel.

4.3.6 Add unregistered e-mail user
1. To add an unregistered user, click on the button Add.

ð The window Add Unregistered User appears.

Fig. 33: Add unregistered user

2. Enter the name and the e-mail address of the user.
3. To save the settings, click on the button Save.

To discard the settings and close the window, click on the button Cancel.

4.4 Tab Schedule
A report can be created either once, periodically or on demand.
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Fig. 34: Tab Schedule (example)

In the general section, define whether the report instance is supposed to be executed only once
or periodically.

Execution • Once = The report is executed exactly once and started on the date defined
in the template. Once the job has been finished, the report instance is deac-
tivated automatically.

• Periodical = The report is executed periodically. Select whether the job is
supposed to be executed in a certain time interval (Interval) or on certain se-
rial dates (Series).

• On demand: A preview of the report can be view, if required (icon  in the
toolbar of the main view) but no report is created.

4.4.1 Group field Period of Time
Define the period of time in which the job is supposed to be executed.

Fig. 35: Schedule - Period of Time

Start • Immediately

The job is started immediately.
• Entered date

The start is defined by the entered date. You can enter the date directly in
both entry fields via the keyboard or via the icon .

End • Never

The job never ends.
• Entered date

The end is defined by the entered date. You can enter the date directly in
both entry fields via the keyboard or via the icon .
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4.4.2 Group field Interval

This group field is only active if the option type Interval has been selected as execution type.

Define the interval in which the job is supposed to be repeated.

Fig. 36: Schedule - Interval

You can define the interval arbitrarily. Enter the values directly into the entry fields via the key-
board.

4.4.3 Group field Series

This group field is only active if the option type Series has been selected as execution type.

Define at which points in time the job is supposed to be repeated.

Fig. 37: Schedule - Series

Repeat Days on which the job is supposed to be executed.
• Daily

The job is repeated daily.
• Weekly

The job is repeated on the selected days. You can select one or several
weekdays.

• Monthly

The job is repeated on the selected days. You can either select particu-
lar dates or certain days. See chapter "Configure monthly repetition on
fixed dates", p. 23 and chapter "Configure monthly repetition on fixed
days", p. 22.

4.4.3.1 Configure monthly repetition on fixed days
1. Select the lower option:
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Fig. 38: Configure fixed days

2. In the two drop-down lists, select the day of every month on which the job is supposed to
be executed.

4.4.3.2 Configure monthly repetition on fixed dates
1. Select the upper option:

Fig. 39: Configure fixed dates

2. Click on the button  to select dates in a calendar.

Fig. 40: Select dates

3. Click on all dates on which the job is supposed to be executed.
To revoke a selection, click on the selected date once again. The selection is deleted.
ð The selected dates are inserted automatically into the entry field.

4. Click on a spot outside the calendar to apply the selected dates and close the calendar.
5. If you would like to correct the selection of the dates, you can open the calendar again by

clicking on the button .
Adjust the dates according to the description.

6. If you would like to delete all selected dates, click on the button .
ð All dates in the entry field are deleted.
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5 Create instance

1. Click on the icon  (Create) in the main view.
2. Select one of the following options:

Fig. 41: Create instance

Create New A completely new instance is created.
Select whether you would like to create an instance for a report, a
dashboard, or a recording dashboard.

Clone The selected instance is the template for the new instance. A new inde-
pendent instance with the version number "1" is created.
This option is only visible if instances already exist.

When selecting the option Create New:
3. The following window appears:

Fig. 42: Create new report instance (example)

4. Select a report template.
5. Click on the button OK to use the report template.

To cancel the process and discard the already made settings click on the button Close.
6. Configure all the settings you would like to change in the tabs and complete all mandatory

fields.
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7. Click on the button Save to save the report instance.
To cancel the process, click on the button Reset.

When selecting the option Clone:
8. Configure all the settings you would like to change in the tabs and complete all mandatory

fields.
9. Click on the button Save to save the report instance.

To cancel the process, click on the button Reset.
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6 Delete report instance

1. In the main view, select the report instance you would like to delete.
2. Click on the icon  (Delete) in the toolbar.
3. Confirm the security prompt.
ð The selected report instance is deleted.

To be able to delete a report instance, the user must have the right Can delete reports.
When you delete a report instance, all data based on this report instance are deleted, too!
When you delete a released import instance based on a dashboard template with already ex-
isting reports, you receive a notification in the Dashboard Widget in the Portal upon loading the
page again informing you that the report instance has been deleted.
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7 Delete reports

1. In the table of the main view, select the report instance for which you would like to delete
the reports and click on the menu item Report Instances > Delete reports) in the toolbar.
ð The following window appears:

Fig. 43: Delete reports (example)

2. In the entry field Delete up to and including, enter the date up to which the reports for the
selected report instance are supposed to be deleted. You can enter the date directly via the
keyboard or via the icon.

3. To cancel the process and close the window, click on the button Cancel. To continue, click
on the button OK.
ð The security prompt to delete an element appears.

4. To cancel the process, confirm the security prompt with Don't Delete. To really delete the
reports for the selected report instance, confirm the security prompt with Delete.

ð The reports for the selected report instance are deleted and a status message about the
history is displayed: If the deletion process has been successful, the number of the deleted
reports and the name of the corresponding report instance are displayed; if an error oc-
curred during the process, the error code and the name of the corresponding report in-
stance are displayed.

5. To close the window about the history of the deletion process, click on the button OK.

Reports for a report instance can only be deleted, if the report instance has been released and
if the user has the right “Can delete reports”.
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Glossary

Widget
Component of a graphical dialog system. Consists of a visible window and an invisible object
which saves the configuration of the component. Is used for the interaction with the user and
the automatically updatable display of information.
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