
  

1 | P a g e           P S _ 2 0 2 2 1 1 9 _ R e p o r t  S e c u r i t y  Q u i c k  
R e f e r e n c e _ V 2 0 9 2 4 2 1 _ V 1 . 0  

 

Managing Report Security 
Setting Security at the Category Level 

1. Login as admin. 
2. Select Reports > Standard Reports > Utilities > Set Reports Properties 

 
3. Click .. and select Security 
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4. You can manage access to all reports in the category by Granting to the Security Group.  
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Setting Security at the Report Level 
1. Login as admin. 
2. Navigate and select the report. 
3. Select Edit Report 
4. Click Security. 
5. Make sure the appropriate Security Group is enabled. 

 
 

Downloading a Report Definition 
1. Login as admin. 
2. Select Reports > Standard Reports > Utilities > Download a Report Definition. 
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3. Check to select the report(s) and click Download Marked Reports.  

 
Uploading a Report Definition 

1. Login as admin. 
2. Select Reports > Standard Reports > Utilities > Upload a Report Definition 
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3. Complete the security flags as appropriate.  

 
4. Click Select and select the report to upload. 

 
5. The report will be uploaded by default into Imported Reports Category. 
6. You can choose to move the report to a different category.  
7. Make sure to review the report security to make sure it is appropriate for your LEA. 
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