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Chapter 1 - Introduction 

Overview 
The Report Center provides a variety of standard and custom summary and detail reports of test 
taker registrations, test results, as well as test center activity. The Promissor Datawarehouse 
database hosts the information for these reports. 
You have the option of downloading and viewing the various reports and data exports through 
different applications, including Crystal Reports, Adobe Acrobat, and any Microsoft application 
that supports the tab-delimited format. 
The output of the reports varies and can be one or more of the following: 

 Viewed and printed using Crystal 

 Viewed online as a HTML table 

 Printed like any other HTML page 

 Cut and pasted into Excel 

 Exported into a file format that varies between the Promissor’s standard data export format, a 
Sponsor’s custom format, or tab-delimited 

This manual identifies the data flow from test registration to test result records. Also included is 
a description of the Promissor’s CATGlobal database and Datawarehouse database, as well as 
how each database processes this information. 
This manual contains: 

 Chapter 1 – Introduction (overview of the manual and dataflow) 

 Chapter 2 –CATGlobal Standard Reports 

 Chapter 3 – CATGlobal Custom Reports 

Test Registration and Results Dataflow 
The information that is available for reports must go through an exceptions process, which is a 
validation of test registration records with test results records. If there are discrepancies 
between test registration records and test results records, an exception is created. Promissor 
Customer Service Representatives (CSR) must resolve these discrepancies before the 
registration and results information are available to Sponsors. 

2 



Chapter 1 - Introduction 

The following are useful terms to understand: 
 Registration: A unique and distinct entity. No two registrations are alike. A registration represents 

the intersection of a test taker, a test, a location, a time, and payment information. 

 Results, Result Set, Results Data: Created by the administration of a test. At the administration 
location, there must only be one copy of this information at any point in time. A result set can only 
be generated through prior creation of a registration; thus, a registration may be said to “own” a 
result set. This data is saved in an XML format. 

 Session: A result set when it is received and loaded onto CATGlobal. Sessions can only be 
generated through prior creation of a registration; thus, a registration may be said to “own” a 
session. 

Example of dataflow for offline testing at Test 
Centers 
The test registration data flow follows this process: 

1. Test taker registers for a test. A registration record is created. 

2. Test Centers download the registration record from the CATGlobal database to the test 
center network server or, if a test center is configured to do so, the registration record is 
automatically downloaded from the CATGlobal database to the test center. 

3. The Test Center Administrator unlocks the test. 

4. The test is administered to the test taker. A session record is created. 

5. Once the test taker finishes the test, the results are saved to the test center’s network 
server. The test results record is created. 

6. SiteManager automatically uploads the test results to the CATGlobal database. The Test 
Center Administrator can manually upload the results at any time before CATGlobal 
automatically uploads them. 

7. Every ten minutes, the CATGlobal database performs an exceptions process that 
compares and validates new test registration records to test results. If there are 
discrepancies, this process creates an exception record and places it on the CATGlobal’s 
Exceptions page for resolution. 
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8. Everyday at midnight Central Standard Time (CST), the Datawarehouse performs a 
process, known as ETL (Extract, Transform, and Load). This process copies the new 
accepted records from the CATGlobal database, formats the data, and moves it to the 
Datawarehouse database. Also during this step, the ETL process “cleans up” the data, 
meaning only “good” data is moved to the Datawarehouse database. This process is 
necessary in order to provide the data for the various reports available from the Report 
Center. 

Report information and data 
The Promissor Datawarehouse database is the source of all information and data that appears 
on the various reports available from the Report Center. This database is an image of the 
CATGlobal website database at 12:00 CST midnight on each day. 
The following sections generally describe these two databases. 

CATGlobal website database 
The reports are dependent on the data and information that the CATGlobal website database 
captures and processes. This database is a transactional database, meaning that transactions 
are occurring on a continual basis. The type of information that this database stores is: 

 XML TDF (Test Definition File) 

 XML Test Results 

 Various other test taker registration information, such as the test center, test, registration date 
and time, etc. 

When a test taker appears for their test and is successful in completing the test, the test results 
are automatically uploaded to the CATGlobal database or the Test Center Administrator 
uploads these results manually. 
The CATGlobal database performs an exception process every ten minutes to ensure data 
integrity between new test registration records and test results records to ensure that there are 
no discrepancies.  
Note: The Datawarehouse database only copies the “accepted” records, which are records 
that successfully pass through the exceptions process.  
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Datawarehouse database 
As mentioned previously, the Datawarehouse database formats and stores the “accepted” test 
registration and test result records. This database is static and does not change continuously, 
but is updated every 24-hours with information and data from the CATGlobal database. This 
data provides the detail for all of the Promissor reports available from the Report Center. 
This process is referred to as Extract, Transform, and Load (ETL). Simply put, the 
Datawarehouse database takes a picture of the CATGlobal website database once a day and 
populates the Datawarehouse database with new and changed information. The ETL process is 
necessary because CATGlobal stores test definition files (TDF) and test results in an XML file 
format. Each XML file contains various types of information. 
The ETL process separates the data out of the XML format and places the data into database 
tables and columns, which makes the information available for reporting. 
In order to provide Sponsors with continuous access to the reports, there are various databases 
involved in this process, as the following graphic represents. 
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The overall ETL process extracts data, transforms data, and loads data, which includes the 
following steps: 

 ETL process replicates the CATGlobal database and moves the data to CATGlobal_Staging, 
which simply is a backup of the CATGlobal database. The ETL process then extracts registration 
and results data that is new or has changed and moves the data to the Operational Data Store 
database (DW_ODS). 

 Operational Data Store (DW_ODS) database receives the data in order for the ETL process to 
transform and load the data to the Warehouse database. 

 The Warehouse database receives the registration and results data. 

 The Warehouse database refreshes the static CATWarehouse database with the new data, which 
is the data that is available for reports until the next ETL process. 

In general, the reports that are available contain information that has successfully passed 
through the exceptions and ETL processes. 
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Chapter 2 – CATGlobal Standard Reports 

Overview 
CATGlobal standard reports contain summary or detailed information about test taker 
registrations, their test results, as well as your test center activity. You have the option of 
filtering the information to customize the type of information you want on your reports. 
This chapter describes the various standard reports available and the data contained on each 
report. Keep in mind that the data on each report is coming from the Datawarehouse database, 
which contains information copied from the CATGlobal transactional database (XML – item level 
data) and the various other static data (for example, test center ID, etc.) 
As a Sponsor, you can access these reports from the CATGlobal website Report Center page. 
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The following standard reports are available: 
 Test Taker Summary 

 Test Taker Response 

 Item Data 

 Item Classical Test Statistics 

 Item Response-Option Classical Statistics 

 Test Taker Demographic 

 Waivers 

Test Taker Summary Report 
This report contains a summary of all test taker results for a program and its tests. You can view 
and print this report from your browser or save the report so that you can open it in a separate 
Microsoft application. 
You can customize this report by filtering the results information using any of the following 
options: 

 Client 

 Program 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Output type (Printable version or Browser version – Tab delimited) 

 Sorted by Test Taker Overall Roster – Alphabetical or Test Taker Roster – Promissor ID 

After you specify the report criteria and opt to view the report in your browser, the report 
appears in your browser. 
The report contains: 

 Test Taker Name 

 Test taker ID 

 Battery Name 

 Test Name 

 Form Name 

 Score Achieved 

 Score Interpretation (Pass, Fail, Not Scored, etc.) 

 Test Administration Date 

At the end of the report are totals for the total number of tests taken for each individual test in 
the test program, along with the total number of tests passed, failed, not scored, etc. 
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To download this report: 

1 Login to CATGlobal using your Promissor ID and password. 

2 Click Report Center under My Tasks. 
The Report Center page appears. 

 

3 Click  next to Test Taker Summary Report. 
The Test Taker Summary Report page appears. 
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4 Specify the criteria for the type of information you want in the report. 

5 Click . 
Depending on your selection for the report output, you’ll either see a Save As dialog, 
allowing you to save the report, or the report will appear in your browser. Here is an 
example of a browser-based report. 
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Test Taker Response Report 
This report contains test taker results for all tests within your program. You can view and print 
this report from your browser or save the report so that you can open it in a separate Microsoft 
application. 
You can customize this report by filtering the results information using any of the following 
options: 

 Client 

 Program 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Output type (Printable version or Browser version – Tab delimited) 

 Sorted by Test Taker Overall Roster – Alphabetical or Test Taker Roster – Promissor ID 

After you specify the report criteria, you have the option of viewing a Comprehensive Report or 
Final Response Report. The Comprehensive Report contains a test taker’s complete test 
experience, which contains all questions that the test taker viewed, answered, revisited, 
skipped, and did not answer. The Final Response Report contains the total time a test taker 
spent on each question and the final answer. 
Each of these reports contain the: 

 Test taker name 

 Test taker ID 

 Sponsor name 

 Test Name 

 Test administration date 

 Question number 

 Question ID 

 Classification 

 Question Score 

 Time spent on the question 

 Test taker’s answer 

 Correct answer 

 Raw Score 

 Scored (True or False) 

At the end of these reports are totals by section and test for the following: 
 Number of scored questions 

 Scored questions presented 

 Scored questions answered 

 Scored questions unanswered 

 Number correct 
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 Number partially correct 

 Number incorrect 

 Number of unscored items 

 Points given to the test taker 

 Final score 

To download these reports: 

1 Login to CATGlobal using your Promissor ID and password. 

2 Click Report Center under My Tasks. 
The Report Center page appears. 

 

3 Click  next to Test Taker Response Report. 
The Test Taker Response Report page appears. 
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4 Specify the criteria for the type of information you want in the report. 

5 Click . 
The page populates with the test takers’ information. 

 

6 Click on the type of report you want to view for a test taker. 
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The following screen captures illustrate the Comprehensive Report and the Final Response 
Report that appear in your browser. 

 

 

15 



Chapter 2 – CATGlobal Standard Reports 

Item Data Report 
This report is an ASCII test file that contains a summary of statistical information based on how 
each test taker answered questions for all tests within a test program. You can analyze this 
information by using an external statistical application. 
This report requires you to specify the following: 

 Client 

 Program 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Items to be included (Scored only or Scored and Unscored) 

 Available reports (Raw Response or Right/Wrong Data) 

This report contains two sections. The first section contains a list of each question listed by 
question number, followed by the correct answer. The second section contains the test taker ID, 
followed by the raw response or right/wrong response. 
Each report contains the: 

 Test Name 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Report date 

 CATGlobal form 

 Revision ID 

 Item ID 

 Answer Key 

 Test taker ID 

 Each question ID 

 Each test taker’s response (raw score or right/wrong score) 

To download these reports: 

1 Login to CATGlobal using your Promissor ID and password. 

2 Click Report Center under My Tasks. 
The Report Center page appears. 
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3 Click  next to Item Data File Report. 
The Item Data Report page appears. 

 

4 Specify the criteria for the type of information you want in the report. 

5 Click . 
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The File Download dialog appears. 

 

6 Specify what you want to do with the report and click . 
The following screen captures illustrate the Item Data File – Right/Wrong Report and the 
Item Data File – Raw Response Report. 
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Item Classical Test Statistics Report 
This report contains a summary of statistical information, such as P-value and Item-Test 
Correlation statistics for each question. Also included are the statistical significance value for the 
item/test correlation and the 50th/95th percentiles of the response times for each item. 
This report requires you to specify the following: 

 Client 

 Test 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Builder test list 

 Test language 

 Test taker custom data (if required by the Sponsor) 

This report contains: 
 Test Name 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Report date 

 Number of test takers in the analysis 

 Question name 

 Number attempted (total number of test takers who viewed the question) 

 P value (percentage of test takers who viewed the question and answered correctly) 

 Max weight (weight for the correct answer to the question) 

 Item-Test correlation (Calculation of Point Bi-serial. The item-test correlation is the most common 
classical test theory measure of item discrimination. It indicates how well an item discriminates 
(distinguishes) between low-scoring and high-scoring test takers. If the correlation is positive, it 
means that high-scoring test takers are more likely to get the item right than low-scoring test 
takers.) 

 Sig val of correlation (statistical significance value for the item-test correlation) 

 50% RT (median response time of all of the test takers who attempted to answer the question) 

 95% RT (95th percentile of the response time of all of the test takers who attempted to answer the 
question) 

 Correct answer 
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To download this report: 

1 Login to CATGlobal using your Promissor ID and password. 

2 Click Report Center under My Tasks. 
The Report Center page appears. 

 

3 Click  next to Item Classical Test Statistics. 
The Item Classical Test Statistics Report page appears. 
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4 Specify the criteria for the type of information you want in the report. 

5 Click . 
The File Download dialog appears. 

 

6 Specify what you want to do with the report and click . 
The following screen capture illustrates the Item Classical Test Statistics Report. 
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Item Response Option Classical Statistics 
Report 
This report contains detailed statistical information on how test takers interacted with each 
response option on a test. 
This report requires you to specify the following: 

 Client 

 Test 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Builder test list 

 Test language 

 Test taker custom data (if required by the Sponsor) 

This report contains: 
 Test Name 

 Upload date range (Date when the results were uploaded to the CATGlobal database) 

 Report date 

 Number of test takers in the analysis 

 Question name 

 Option (all possible answer options) 

 Number (total number of test takers who selected the option) 

 Mean score (score on the entire test in raw points for all test takers who selected the option) 

 Proportion (number of test takers who selected the option divided by the total number of test 
takers who responded to the question) 

 Option-Test correlation (The Item-Test correlation that has been recalculated for each response 
option) 

 Sig val of correlation (statistical significance value for the item-test correlation that has been 
recalculated for each response option) 

 50% RT (median response time on the question for all test takers who selected the response 
option) 

 95% RT (95th percentile of the response time on the question for all test takers who selected the 
response option) 
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To download this report: 

1 Login to CATGlobal using your Promissor ID and password. 

2 Click Report Center under My Tasks. 
The Report Center page appears. 

 

3 Click  next to Item Classical Test Statistics. 
The Item Response Option Classical Statistics Report page appears. 
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4 Specify the criteria for the type of information you want in the report. 

5 Specify the type of report you want to create (Tab-Delimited or CMS Statistics Import File). 

6 Click . 
The File Download dialog appears. 

 

7 Specify what you want to do with the report and click . 
The following screen capture illustrates the Item Response Option Classical Statistics 
Report as a tab-delimited file. 
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Test Taker Demographic Report 
This report contains demographic and contact information of test takers registered for a test 
within your test program. 
This information may include home address or business address for pending test registrations. 
A pending registration is a registration for a test taker who is registered for a test but has not yet 
taken the test. You can use the information of this report if you need to send test takers a book 
that accompanies the test for which they are registered. 
You can also generate this report for test takers who have completed a test within your test 
program or test takers who registered for your test but did not appear for their test appointment. 
Note: This report is unique in that the information that appears on this report is stored in the 

CATGlobal transactional database, not the Datawarehouse database. 
You can view and print this report from your browser or save the report so that you can open it 
in a separate Microsoft application. 
You can customize this report by filtering the information using any of the following options: 

 Sponsor 

 Test program 

 Test name 

 Test catalog ID 

 Test form 

 Registration start and end dates 

 Registration type – All test registrations or Purchased test registrations 

 Registration status 

• Pending – The test taker is registered for the test but has not yet taken the test. 

• Cancelled – The test taker was registered for the test but the registration was cancelled. 

• Unlocked – The test taker is registered for the test and the test center administrator has unlocked 
the test. The test is in progress and has not been completed. 

• No show – The test taker was registered for the test but did not appear at the test center. 

• Completed – The test taker was registered for the test and has completed taking the test. 

 Optional demographic information 

• Town of birth 

• Home email address 

• Company or organization 

• Business phone number 

• Home phone number 

• Social security number 

• Job title 

• Business fax number 
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• Home fax number 

• Previous testing ID 

• Business address 

• Business email address 

 Output type (Printable version or Browser version – Tab delimited) 

The report contains test information, as well as: 
 Registration date 

 Test form 

 Test price 

 Price paid 

 Registration confirmation number 

 Test taker’s name 

 Test taker’s ID 

 Demographic information you select 

To download this report: 

1 Login to CATGlobal using your Promissor ID and password. 

2 Click Report Center under My Tasks. 
The Report Center page appears. 

 

3 Click  next to Test Taker Demographic Report. 
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The Test Taker Demographic Report page appears. 

 

4 Specify the criteria for the type of information you want in the report. 
The following graphic shows the demographic information you can include in the report. 
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5 Click . 
CATGlobal generates the information based on your criteria and updates the page with test 
taker records. 

 

6 Click the check box beside specific test taker names or click Select All to search for the 
demographic information. 

7 Click . 
CATGlobal searches for the information you have requested. The page now displays a new 
button. 

8 Click . 
Depending on your selection for the report output, you’ll either see a Save As dialog, 
allowing you to save the report, or the report will appear in your browser. Here is an 
example of a browser-based report. 
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Waiver Report 
This report contains test taker information and results based on waivers you are using in your 
tests. Based on your business rules, you may have defined waivers for a test program, group of 
tests, or specific tests. A waiver determines whether a test taker can waive a test within your 
test program. The method that you set up your waivers determines whether, during test 
administration, you also want to collect additional test taker information in order to determine if 
the test taker is eligible to waive a specific test. 
There are two types of waivers: 

 T Waivers (Prior Pass or Partial Test) – This type of waiver indicates that a test taker has 
previously passed a test. 

 W Waivers (Official or Client) – This type of waiver is a credit given to a test taker, where you 
acknowledge a test taker’s certification in a different state, or the test taker’s professional 
certification/license or education. 

For example, test takers may need to take two tests, the General Test and the State Test. In 
order for the test taker to be licensed, they must pass both tests. If a test taker fails one test and 
passes the other, the test taker only needs to retake the failed test. Another example is if a test 
taker passes both of these tests in a different state and moves to another state. In this situation, 
the test taker only needs to retake the new State Test. 
You can view and print this report from your browser or save the report so that you can open it 
in a separate Microsoft application. 
You can customize this report by filtering the information using any of the following options: 

 Test program 

 Test name 

 Test catalog ID 

 Administration start and end dates 

 Test taker’s first name 

 Test taker’s family name 

 Test taker’s ID 

 Output type (Printable version or Browser version – Tab delimited) 
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The report contains test information, as well as: 
 Test taker name 

 Test taker address 

 Test taker phone number 

 Test taker social security number 

 Test taker ID 

 Test name 

 Battery score 

 Waiver type 

 Test score 

 Test administration date 

To download this report: 

1 Login to CATGlobal using your Promissor ID and password. 

2 Click Report Center under My Tasks. 
The Report Center page appears. 

 

3 Click  next to Waiver Report. 
The Waiver Report page appears. 
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4 Specify the criteria for the type of information you want in the report. 

5 Click . 
Depending on your selection for the report output, you’ll either see a Save As dialog, 
allowing you to save the report, or the report will appear in your browser. 
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Chapter 3 – CATGlobal Custom Reports 

Overview 
This chapter provides an overview of Promissor's new custom reports and procedures for 
working with these reports. 
When a Sponsor Manager or Sponsor Psychometrician logs in to CATGlobal and selects the 
Report Center link, the Reports Center page initially displays only the standard Promissor 
reports.  

 
To access any of the custom reports, a CSR Manager must give you access to these reports. 
Once this is done, the Report Center page displays all of the standard reports that are available 
to you, including any custom reports that you or someone in your organization has created. 
This chapter includes a description of the custom report templates and procedures for: 

 Defining a new report 

 Refreshing a report 

 Subscribing to a report 

 Downloading a report 

 Editing a report 
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Custom Reports 
Custom reports provide features and functionality that you can take advantage of to gain 
additional value from the Promissor reporting system. The new features in Promissor's reporting 
system are intended to deliver the information that you need to measure the success of your 
testing program. 
After your Customer Service Representative has provided you access to the custom report 
templates, the Report Center will appear slightly different to you. Specifically, you now have a 
link to define custom reports from the report templates that are available to you. 
To access the custom report templates, log in to CATglobal using your Promissor-Sponsor ID 
and password. Then, click the Report Center link under My Tasks on the left side of the page. 
The Reports Center page appears. 

 
Now you have the define a new customized report link. In addition to the standard reports that 
Promissor offers, you now have the ability to configure custom reports that provide a unique 
view into your test program's performance worldwide. 
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Custom Report Templates 
In order for you to define a custom report, you must have access to the report templates. The 
current report templates offered include: 

 Testing Volume by Delivery Type (Daily) – Shows the number of tests delivered for each day in a 
specified month, by delivery type (offline or online). 

 Testing Volume by Delivery Type (Monthly) – Shows the number of tests delivered for each 
month in a specified year, by delivery type (offline or online). 

 Testing Volume by Delivery Type (Yearly) – Shows the number of tests delivered for each year in 
a specified range of years, by delivery type (offline or online). 

 Testing Volume by Test Center (Daily) – Shows the total number of tests delivered for each day 
in a specified month, by test center. 

 Testing Volume by Test Center (Monthly) – Shows the total number of tests delivered for each 
month in a specified year, by test center. 

 Testing Volume by Test Center (Yearly) – Shows the total number of tests delivered for each year 
in a specified range of years, by test center. 

 Testing Volume by Program (Daily) – Shows the total number of tests delivered for each day in a 
specified month, by test program. 

 Testing Volume by Program (Monthly) – Shows the total number of tests delivered for each 
month in a specified year, by test program. 

 Testing Volume by Program (Yearly) – Shows the total number of tests delivered for each year in 
a specified range of years, by test program. 
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Defining a New Report 
On the Report Center page, you now have the ability to define new reports based on the activity 
of your test programs. You will only see the report templates that your Customer Service 
Representative has made available to you. 
The process of defining a new report is the same for all of the report templates. The following 
procedure is an example of the Testing Volume by Delivery Type (Monthly) report. 

To define a new report: 

1 Click the define a new customized report link. 
The Select Report Type page appears 

 

2 Click  next to the type of report you want to create. 
The Define New Report page appears. 
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3 Do the following: 
• Type a name for the report title 

• Type a report description 

• Define the year for the report information 

• Specify Yes or No to make the report private or available to all staff in your organization 

4 Click . 
The Define New Report page refreshes with the new report information. 
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5 Click . 
You are returned to the Report Center. Notice the new report at the top of the report list with 
a Subscribe button beside it. There is also a message stating that the report is being 
refreshed and will be ready for download in a few minutes. 

 
You may wait or return to the Report Center later to retrieve your new report. 

Refreshing a Report 
The information in the reports is updated every night at midnight. The date that the report was 
last refreshed is listed under each report. This date reflects the last time that you, another 
person from your organization, or CATGlobal updated that particular report.  
The data for each report has passed through the Promissor data verification process. This 
means that regardless of the date on which a particular report was refreshed, the data in the 
report only includes data that has successfully passed the previous nights' verification process. 
To refresh a report, reload the page in your browser by pressing F5 on your keyboard or by 
using the browser's refresh button. This refresh process usually takes between two and five 
minutes. 
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Subscribing to a Report 
You can always use the Report Center page to access your custom reports. In addition, you can 
subscribe to any custom report. When you subscribe to a report, the Promissor reporting system 
automatically refreshes and sends the report to your email address on a schedule that you 
define. 

To subscribe to a report: 

1 From the Report Center page, click  next to the report. 
The Subscribe to a Report page appears. 

 

2 Do the following: 
• Select the frequency that you want to receive the report from the drop-down list (daily, weekly, 

monthly, quarterly, or annually) 

• Type the email addresses of the people you want to receive the report (You may enter up to four 
email addresses to which the report will be delivered.) 

• Ensure that the Subscribed radio button is selected (Currently, the system bases email delivery 
on the date on which you subscribe. If you subscribe on a Friday, and select the "Weekly" option, 
you will receive your updated report each week on Friday.) 

3 Click . 
The page refreshes with the subscription information. 
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4 Click . 
You are returned to the Report Center page. 

To unsubscribe to a report, simply select  beside the report and select the Not 
Subscribed option. 

Downloading a Report 
When your report has been refreshed, you will notice a Download option next to the report. You 
can select this option to access your report immediately. 
Each custom report is available in two file formats, PDF (Portable Document Format) and 
Microsoft Excel. PDF files require Adobe Acrobat Reader or equivalent PDF viewer software. 
You can download Adobe Acrobat Reader for free from 
http://www.adobe.com/products/acrobat/readstep2.html). Microsoft Excel files require Microsoft 
Office 98 or later, which is available from www.microsoft.com/office. 

To download a report: 

1 Click  next to the report. 
The Download a Report page appears. 
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2 Click on the type of file format in which you want to download the report. 
Depending on your web browser configuration, when you select either the Adobe Acrobat 
PDF or Microsoft Excel file, you may be prompted to open the selected file or to save it to 
disk. Some browsers may even display the report within the browser window. 
The following screen captures illustrate Adobe Acrobat PDF and Microsoft Excel reports that 
appear in the web browser. 
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Editing a Report 
You can modify a custom report at any time, except while the report is being refreshed. 
You can edit the report title, description, privacy setting, and date or date range. 

To edit a report: 

1 Click  next to the report. 
The Edit a Report page appears. 

 

2 Do any of the following: 
• Type a different report title 

• Type a different report description 

• Change the date or date range for the report 

• Specify Yes or No to make the report private or available to all staff in your organization 

3 Click . 
You are returned to the Report Center page. 
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