
Customer Reporting – Creating Report Templates 
 

 

 
 
 
Welcome to the Creating Report Templates tutorial.  In this tutorial you'll learn how to create 
and use a report template.  Saving a report with embedded options creates a template for future 
reports. 

1 of 32   7/9/2007 
  

© 2007 UnitedHealth Group.  All rights reserved 



Customer Reporting – Creating Report Templates 
 

 
 
Also, please note that your screens may be a bit different from the ones you'll see in this tutorial. 
The difference depends on your contractual agreement. 
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Finally, remember that all sample information you'll see in this tutorial is fictitious.  Any 
resemblance to existing individuals or companies is purely coincidental.  
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In this section, you'll learn how to create, name, and save a new report template folder.  Then 
you'll learn how to define and save the attributes of the new template. 
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Let's begin from the Payments by Benefit Type report produced in the Running a Custom Report 
tutorial.  To begin the template creation process, click the Save icon. 
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A Save As pop-up window appears.  To separate the template from other reports, create a new 
folder.  Click the Create Folder icon to create a folder to hold the report template. 
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The Create Folder text entry window appears.  Type the new folder title in the Folder field.  Tab 
to the optional Description field and enter a custom description of the reports the folder will 
contain. 
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Click the Create Folder button to save the new folder with the title and description you entered. 
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Note that the newly created template folder appears above. 
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Next, you'll need to save the appropriate options contained in the current report to the template.  
To do this, click the Advanced Options... link on the bottom of the Save As window. 
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The Advanced Options window appears.  To be able to edit some or all of the primary options 
when you open this template in the future, verify the default radio buttons and check box are 
selected as shown above. 
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Here we will maintain the default options.  Otherwise, not all the options will be saved.  To learn 
more about the options not selected, refer to the Help and Training resources.  Click the OK 
button. 
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The report template will automatically be saved to the new folder after you click the OK button. 
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The Report Saved pop-up window appears.  Click the Return to original report button to verify 
that the template was saved successfully.  The Run newly saved report button will open the 
template. 
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In this section, you'll learn how to display the report template you just created. 
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The Payments by Benefit Type page appears.  Select the Tools menu item to verify the template 
was saved successfully and to generate a new report using the template you just created. 
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Select the View and manage your report templates link. 
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The Manage Your Report Templates page displays.  Click the Payments by Benefit Type 
Template folder link. 
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Select the Payments by Benefit Type link to use the report template. 
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Step 1 of the report template displays.  You can modify your selections within this template 
when generating a new report.  Please note that this does not change the template. 
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For this example, let's keep the Policy Number selections.  Scroll down to the Date Type menu 
options.
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For this example, let's select Book Dates by clicking on its radio button. 
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Click the Show Advanced Options button to add or modify Advanced Options for this report. 
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Please note that doing so would modify the results of this report only and not modify the 
template, which would retain its original selections. 
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In this example, we will not be utilizing any Advanced Options.  Therefore, please click the 
Continue button to proceed to the next step. 
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 For this report, let's narrow the Book Dates results from the template selections to the year 2006.  
Press Shift + the down arrow key to select the range from 2005-12 through 2005-7. 
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Click the left arrow button to move these dates from the Selected field back to the Available 
field. 
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Scroll down to view the remainder of this page. 
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Click the Continue button to generate the report. 
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The Processing page displays while the system generates the report. 
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The report generated from the saved template displays. 
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Slide 25 - Slide 25 

 
 
 
Congratulations!  You've completed the Creating Report Templates tutorial.  In this tutorial, you 
learned how to define and display a report template. 
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