How to Use the Cypress Report Distribution Service
to Access Reports

First, if the Cypress client is not already installed on your computer, follow the installation
instructions found at https://cypress.doit.wisc.edu/.

Once the Cypress client is installed on your computer, follow the steps below to view, print, e-
mail and save your departmental reports.

Section 1 — Log In to Cypress and Open the Inbox Viewer (Page 1)
Section 2 — View Reports and Search Report Content (Page 4)
Section 3 — Print Reports (Page 8)

Section 4 — E-mail Reports (Page 12)

Section 5 — Save Reports (Page 15)

Section 6 — Exit the Inbox Viewer and Log Out of Cypress (Page 18)

Section 1 — Log In to Cypress and Open the Inbox Viewer

Logon DocuVault As

@ MNT Domain: |

1. Enter “Cypress”.

2. Enter your assigned user name
(e.g., NetID or 3-character login).

User Name: |

Password |

3. Enter your password.

Ok
S

4. Click OK (or press Enter key).

Eile ¥Wiew Task Help
Docuvaults M‘ ﬂ|h %‘
E i 1 - [ =]
=1 B cypress.dot.wisc.edu 2} Inbox Viewer = Administration | | 5a. If the “Knowledge
Prod R v .
Hiero E— Builder” box is grayed
g — q
Knowledge Builder History Log out, go to step 5b.
Otherwise, skip to step 6.

F;? Output Manager ﬂ Exit

G Distribution Mgr. 2 ‘ & Hep ‘

Ff* Resource Manager

=5  Address Book
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& Main Window - ASG-Cypres:

File ¥Wiew Task Help

5b. Click the “Find
DocuVault” button.

5c. Enter

E Inbox Viewer

Administration

Knowledge Builder

History Log

‘:t;' Qutput Manager

Exit

G Distribution Mgr.

ﬁ" Resource Manager

Address Book

@‘@ Help‘

Find DocuVault ‘M

Enter the IP address or the host name of the
computer at which the Docuvault is located:

“cypress.doit.wisc.edu”.

& Main Window - ASG-Cypres:

File Yiew Task Help

5d. Click OK
(or press Enter key).

#lu 8es
== cypress.doit.wisc.edu

Docuvaults

E';_% Inbox Viewer

e . -
== Administration

Knowledge Builder

1] History Log

‘:i;" Output Manager

| Exit

% Distribution Mgr.

@‘@ Help‘

' Resource Manager

Address Book
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6. Click “Inbox Viewer”.




When you log in to Cypress for the first time, you will notice that the default location of the
toolbar is on the right side of the screen. If you wish to move the toolbar from the side to the top
of the screen like shown in the illustrations in this set of instructions, point your cursor in the
space just above the top of the toolbar. Click and hold the mouse button, then drag the cursor to
the empty space across the top of the screen. When the outline of the toolbar is positioned where
you prefer, let go of the mouse button, and the toolbar will move to your selected position.

T~ Point your cursor here. Then click and hold and
drag the toolbar to a new location as desired.
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Section 2 — View Reports and Search Report Content

File Edit ¥iew Document Window Help

7. Click + to expand folders.
(Note that the name of the
top folder you see reflects
the UDDS for which you
are authorized. For
example, a user in the
Department of German will
see “UWSC - A4835”)).

o K et e b=l e W = S e R R T

=B Prod
----& UWSC - A4S+

For Help, press F1 7

File Edit ¥iew Document Window Help

o K et e b=l e W = S e R R T

8. A + to the left of a folder
indicates that one or more
reports are contained in the
folder. The absence of a +
indicates the folder is
empty. Click + to expand
the folder and see the list of
reports contained therein.

==l
28y UWSC - AdB+
£ <Default>
i) Absence Momt
2 Benefits
£ Finance
23 Human Resources
H--=3 Payroll
i) Saved in Payraoll Drive
£ Talent Acquisition Mgmt
£ Time and Labar
& Recycle Bin

For Help, press F1
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9. After expanding the folder whose reports you want to access, all available reports
appear immediately below the folder name as well as in the upper right pane of the
Inbox Viewer.

|
=} Inbox Viewer #}l - ASG-Cypress E@E
Eile Edit ¥iew § Document Window Help
<[> ] Alolplel ] slElslEE slelels)|

=l [ Tie ¥ \ | ] created
=B Prod 1 UWPYRO0S Payroll Edit Report 1/30/2014 7:09:55 PM
o8y UWSC § Ada+ 1 PAYD02 Payroll Register 130/2014 6:23:54 PM
.....  <Default>
=& Abgence Mot
[ BVE WEAMRODS Leave Activity Summary

efits

------ LWMYPYROO0S Payroll Edit Report
-3 PAYDD2 Payroll Register
&8 Saved in Payroll Drive

----- > Talent Acquisition Mgrmt

< 1 »
----- o Time and Labor
----- & Recycle Bin
For Help, press F1 ;

10. To preview a report, click once on the report name in the upper right pane of the Inbox
Viewer. Notice that the report becomes visible in the lower right pane of the Inbox Viewer.

E; Inbox Viewer #1 - ASG-Cypress

File Edit ¥iew DQocument Window Help

RIS E e =N TS, /
| =l | Title - t| created
=-Bf Prod f=] . "wPRO05 Payroll Edit Report W 1/50/2014 7.09:55 PM
-y UWSC - AdB+ (Eyf A 002 Payroll Register 1/30/2014 612354 P
- <Default>

== Ahsence Mgmt
21 UWYAMRODS Leave Activity Summary

-8 Benefits

-8 Finance

£ Human Resaurces

-3 Payroll

8 UWPEYRO0S Payroll Edit Report

L3 PAYO02 Payroll Register

B3 Saved in Payroll Drive

©» Talent Acquisition kMgmt < | uf »
5 Time and Labor , i
@ Recycle Bin Title: UWPYROOS Payroll Edit Report =

11. Use one of two
methods to open and
search report contents:

Method 1: Double-click
Report Name

Method 2: Turn on Full
Frame

For Help, press F1 [Win Letter (simplex starty  Rotation: 0°  [Foom: 46% [Pages: 282 [Cur 4
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Method 1 — To open a report using the double-click method, double-click the report name in the
upper right pane of the Inbox Viewer. A new window called DocuSpace will open, and you may
scroll through the pages of the report using the arrow buttons at the top of the window or by
dragging the scroll bar on the right edge of the window. Alternatively, search for a specific
employee by entering the person’s EmplID or name in the search box and clicking the “Find
Next” button to the right of the search box.

t 1
| To search report contents, enter [ e e e
I text such as an EmplID or name... | i Scroll through the pages of the report
e e g : using the arrow buttons or scroll bar.
D o aieritel B bttt et bttt
\
| S -
\
\
\,

|| File Edit Eie\?\ Window DDOC Template Workﬂowlw

‘ T
| | ) Hfﬁ:ﬁ,LEﬁﬁJ W <[> ] 2|02 |
B &) aas+

L e N ) T B o I R

....... 10

For Help, press F1 |Win Letter (simplex start) |Rotation: oe |Zoon y
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Method 2 — To open a report using the full frame method, click the full frame button in the
lower right pane of the Inbox Viewer. Notice that the left and upper right panes of the Inbox
Viewer window disappear, and the lower right pane expands to fill the Inbox Viewer. You may
scroll through the pages of the report using the arrow buttons at the top of the window or by
dragging the scroll bar on the right edge of the window. Alternatively, search for a specific
employee by clicking the “Find” button, then entering the person’s EmplID or name in the search
box and clicking the “Find Next” button in the search box (or pressing the “Enter” key).

s ———————— J
ll """""""""""""""" | \\
! I To search report contents, click “Find” : AN
! : button, then... ! %
AY

|/ TTTTEmT T | \

[ : 5
C=) Inbox V’il?wer #1 - ASG-Cypres

File Edit.l Yiew Document ﬂindo'.n.l Help )
| 2ot anl bR Bl

Title: LWWPYREO0S Payroll Edit Report

s, [——

|Win Letter {simplex star .~

For Help, press F1L

[ .|
: ...enter text such as EmplID or name...
e ————————— ]
1
- - - ﬂu T T e e e e e e e e e e e e
AL i:; i ...then click “Find Next” (or press Enter key). |
_____________________________ ]
Eind Wwhat: || N _;&Find [ext I

|| [~ Find Whole Words Only Dind Erey |
[~ Match Case Cancel |
[~ Use Wild Cards _—I
@ [ Search Hit Pages Only

[T Search Marked lterns
[ Search Text Inside Box(es)
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Section 3 — Print Reports

After a report is open, it can be printed in its entirety or by selected pages as needed. To print the
entire report, you may find that this is most easily accomplished by opening the report using the
double-click method (method 1) described in Section 2. By contrast, to print selected pages of the
report, you may find that this is most easily accomplished by opening the report using the full
frame method (method 2) described in Section 2. Note, however, that the entire report or selected
pages of the report can be printed using either method for opening the report.

To print an entire report using the double-click method for opening the report:

12a. To print the entire report, check the box to

12b. Go to the “File” menu and select “Print” the left of the top folder. This action will select
or click the “Print” button. all pages of the report.

L focuspace #1 - A48

File Edit ¥iew Window [DPOC Template Workflow Help

\
w4 ] 2|22 %Iii?lﬁlﬂl&lll(%b|@|ﬁ|

[ B o T o e

o

210

Wext 10 hits

|For Help, press F1 |Win Letter (simplex starty |Rotation: 0° |Zoon A
R 12c. Notice that the radio buttons “Marked
Printer. HP Laserdet P2015d S Documents” and “All Pages” are chosen.
R —— C ancel .......... Click OK (OI‘ press Enter key).
@ Marked Documents " Marked Pages
(" Selected Document Only ¢ Hit Pages Setup... | I
" Selected Page Only @ All Pages

—Windows Printer Setting l
[¥ Set print paper size same as the document |

[~ Frint contents inside bax(es) [ Print contents ouside hox(es)
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To print selected pages of the report using the double-click method for opening the report:

13a. To print selected pages of the report, check only the

13b. Go to the “File” menu and select box(es) to the left of the page(s) to be printed.

“Print” or click the “Print” button.

“l v 2|2 7] 8o S0 Sl=E 82| O

-
- 10

Mext 10 hits

o, press FL Win Letter {simplex start)  [Rotation: 0° [Foon

13c. Notice that the radio buttons
“Marked Documents” and “Marked
Pages” are chosen. Click OK (or press
Enter key).

Printer. |HP Laserlet P2015 lﬂ
—Print Ra BT

(/k Cancel

s Marked Docurments o Marked Pages

(~ Selected Docurnent Only (" Hit Pages Setup... |

(" Selected Page Only (Al Pages

—Wvindows Printer Setting

[v Set print paper size same as the document

[T Print contents inside box(es) [ Print contents ouside box(es)
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To print an entire report or to print selected pages of the report using the full frame method for
opening the report:

14a. To print the entire report or to print selected pages of the report, go to the “File”
menu and select “Print” or click the “Print” button.

File Edit ¥iew Document Window Help
R I b = S R ST

Title: UWPYROOS Payroll Edit Report 7 B
4
For Help, press F1 |Win Letter {simplex star 2
Printer: HP LaserJst P2015d 14b. Click the “Setup” button.

—Windows Printer Setting:
Cancel |

[+ Set print paper size same as the document

—ASG-Cypress Printer Setting

(" Print all selected documents in one job

¢ Merge all selected documents into one docurme

Job Marne: I

[¥ Ieep sticky notes when generating new documer

[T Print contents inside box(es) [~ Print contents ouside hox(es)
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Print

— Printer
Mame:

Status:

Twpe:
Where:

Commeant:

HF Laserlet P2015d

Ready

HF Universal Printing PCL B

USBEO0Z

Properties...

—Frintrange
@ Al

Pages

__—

fram: |1

f‘w

to: [117

— Copies

Murnber of copies: |1 3:

14c. To print the entire
report, choose the radio
button “All” and click OK
(or press Enter key).

Ok | Cancel |
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14d. To print selected pages
of the report, choose the radio
button “Pages”, enter the
desired page range, and click
OK (or press Enter key).




Section 4 — E-mail Reports

Like with printing reports as shown in Section 3, after a report is open, it can be e-mailed in its
entirety or by selected pages as needed. To e-mail the entire report, you may find that this is most
easily accomplished by opening the report using the full frame method (method 2) described in
Section 2. By contrast, to e-mail selected pages of the report, you may find that this is most
easily accomplished by opening the report using the double-click method (method 1) described in
Section 2. Note, however, that the entire report or selected pages of the report can be e-mailed
using either method for opening the report.

To e-mail an entire report or to e-mail selected pages of the report using the full frame method
for opening the report:

15a. To e-mail the entire report or to e-mail selected pages of the report, go to the “File” menu
and select “EMail” or click the “EMail” button.

[ /

E’, Inbox #eWwer #1 - ASG-Cypres
Eile, Edit ¥iew Document Window Help
SRR R SR EESE]

Title: UvwPYROOS Payroll Edit Report 7 B

For Help, press FL |Win Letter {simplex star 4
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- 15b. To e-mail the entire report, choose the radio
Set EMail A“aC“mem@@ button “All Pages from Selected Document” and click
_M OK (or press Enter key).
All Pages From Selected Document
(~=Tamently Displayed Page Only I 15c. To e-mail just the page that is presently displayed,
O Feges | 179 choose the ra_dio button “Currently Displayed Page
\ | Only” and click OK (or press Enter key).
— Put Amcm;lntn One Attachmer—;
Name | 15d. To e-mail selected pages of the report, choose the
radio button “Pages”, enter the desired page numbers
’Tl — or page range, and click OK (or press Enter key).

To e-mail an entire report or to e-mail selected pages of the report using the double-click method
for opening the report:

16a. To e-mail the entire report, check 16a. To e-mail selected pages of the
— the box to the left of the top folder. This |—OR— | report, check only the box(es) to the left
action will select all pages of the report. of the page(s) to be e-mailed.

16b. Go to the “File” menu and select “EMail” or click the
EMail button.

File Edit View Window DDOC Template Workflow

i = 68 | g [l el

i

=M @ Adg+
W [E] Page: 1
v E Page: 2
¥ ] Page 3
¥ EI Page: 4
P E] Page: 5
¥ [E] Page: &
V¥ [E] Page: 7
@ ] page: s
W [E] page: 2
W [Z] Page: 10
Next 10 hits

™ [E] page: 10
Mext 10 hits

i

DRNTEEEEETEEETYETENE R
\/\

EMail button
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# | Set EMail Attac

—Document Selection
(" All Marked Documentis)

(@ Selected Document Only

—Page Selection

®

(" All Pages
(" Selected Page Only

16¢. Choose the radio button “All Marked Pages”
and click OK (or press Enter key).

— | Put Al Selections Into One Attachrmer—

Marne I

(0]24 I Cancel
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Section 5 — Save Reports

It is recommended that you save your reports to your own network drive or computer for future
reference because older reports in Cypress are purged at periodic intervals. In addition, saving
reports allows you to share them with other departments as needed. For example, if your
department is the home department for an employee who is paid 75% by your department and
25% by a second department, your department’s payroll edit report will include both department
funding sources for that employee. However, that employee will not appear at all on the second
department’s payroll edit report because the second department is not the home department.
Thus, if you save your department’s payroll edit report, then you can send your report to the
second department so that department can confirm its funding source and thereby verify that the
employee will be paid correctly.

To save an entire report or to save selected pages of the report using the double-click method for
opening the report:

17a. To save an entire report, check the 17a. To save selected pages of the
box to the left of the top folder. This —OR—| report, check only the box(es) to the left
action will select all pages of the report. of the page(s) to be saved.

17b. Go to the “File” menu and select “Save As PDF”.

[ 21 A LDl
=lal

M |5l Ag+

W [Z] Page: 1 T

¥ Page: 2 IR

W [E] Page: 3 S ——

W E Page: 4 : :

v E Page: §

P [E] page: 6

W [E] page: 7

¥ 5] Page &

W E Page: 8

F [=] page: 10
Next 10 iits

@

e ren

== Mest 10 hits
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17c. Notice that the radio
buttons “Marked
Document(s)” and
“Marked Pages” are
chosen.

[} Save As PDF

Save in: I @ Documents

.

Mame

Mo iterns match your search.

Page Selection
+ Marked Pages

{~ Selected Document Only i~ Hit Pages
" Selected Page Only i~ AllPages

17d. Select the file
location, enter a file
name, and click “Save”
(or press Enter key).

To save an entire report or to save selected pages of the report using the full frame method for

opening the report:

18a. To save the entire report or to save selected pages of the report, go to

the “File” menu and select “Save As PDF”.

_
=] Iiéox Viewer #1 - ASG-Cypre (=8 X

File Edit ¥iew Document Window Help

w4 v | 2ol m[] ] alobeEmE el|s |

For Help, press F1

Title: UWPYRO02 Payroll Edit Report

Page 16
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Savein: I [Z) Documents

-
MName

Mo items match your search.

18c. Select the file location, enter a
file name, and click “Save” (or press
Enter key).

1]

File name: |

Save as type: |PDF Fileg (" pdf)

Save Range

"4 Current Page

. Pages: _I_?
\:r page numbers andior ranges separat

18b. To save the entire report, choose the radio buttons “Whole Document”; to save just
the current page of the report, choose the radio button “Current Page”; to save selected
pages of the report, choose the radio button “Pages” and enter the desired page numbers

or page range.
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Section 6 — Exit the Inbox Viewer and Log Out of Cypress

19. To close the DocuSpace window, go to the “File” menu and select “Exit
DocuSpace” or click the red X.

| Eile Edit ¥iew Window DDOC Template Workflow Help

| | =1 @ | |l I pleltm] B S0 b EwE]| 8|@|s|f] o

[ = | A4 G+

[ o T | N B

w0

10

For Help, press F1 |Wm Letter {(simplex start) |Rotation: 0= |Zoon ]

20. To close the Inbox Viewer, go to the “File” menu and select “Exit” or click the red X.

[} Inbox VjgweT#1 - ASG-Cypress
Edit VYiew Document Window Help
New Inbox Ctrl+M Ef.il @I@)l({jlﬁ’”
Rename Inbox SERETTE | 'I Created .

Lyl =005 Payroll Edit Report
23 PAYD0Z Payroll Register

‘ Delete Inbox

Save TextInside Box., Ctrl+5
Save Text As HTML..

Save Texut &5 XML..

Save As POF..

Sawve As Ewcel ..

ary

Print... Ctrl+P
EMail...
Fax...

< | 1 +
Send to Inbox.. I

Title: UWPYRO05 Payroll Edit Report 2
Show All Recipients o i "‘J EI

v | Show Recent Messages Only
Properties

Exit

End the session and return to control window |W|n Letter (simplex start) |Rotat|0n: 0z iZoom: 43% |Pages: 282 7 |
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& Main Window - ASG-Cypres:
File ¥Wiew Task Help

==

3

DocuVaults 4|7 B w5
E---- cypress.doit.wisc.edu

- Eﬁ Prod

E Inbox Viewer

[ o=}
= Administration

Knowledge Builder

2 History Log

‘:‘;‘ Output Manager

G Distribution Mgr.

ﬁ" Resource Manager

Address Book

21. To close the Cypress
client, click “Exit”.

Composed by: L&S/JCF & CYHJ

Page 19

Updated on: 10/15/14




