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Overview
This document will show you how to set-up reports in Title Management.

Report Set-Up:
1. Login to Title Management as an Administrator.

2. Click on User Admin from the Menu Bar.
3. Click on User Tables

4. Click on the Report Menus and click the + to open.
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5. There are different tabs in Title Management.  Title Reports show in Title Management (Desktop version) and TMM Web Title Report is for the Web Version.

6. Depending on where you want the reports and what type of report it is (e.g., Title report, Eloquence report), open up the selection you want.
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7. Highlight the main folder of the report and click at the top, New Entry.
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8. Type in the name of the report on the Description line.  Microhelp Description will tell the user what the report is for.  Report Name, if you click on the …, you can browse to the location where the report is kept.  You want to make sure that all users have access to this drive location or they will receive an error when trying to run the report.  You also want to make sure that if you used any functions or views in the report, they have public access in the database and users have access to these also.
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9. Once you finish adding this information, click on the return button at the top of the page and this will save what you have entered.

10. You will need to exit out of Title Management to see these changes for the report.  You can now select the report for one title or multiple titles through Title Search.

11. If they are web reports, they need to be stored on the web server.
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