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Copyright Notice
© Copyright 2015. Management Science Associates, Inc. (MSA). All rights reserved. All trademarks 
mentioned herein are the property of their respective owners.

Disclaimer
This document contains proprietary information that is the exclusive property of MSA. All material 
contained within is for the internal use of MSA’s clients. All rights are reserved. No part of this doc-
ument may be republished or reproduced in any manner without the express written permission of 
MSA.

This training manual is based on Gateway 360TM version 3.70.04.

Revision Date
The information contained in this document is current as of December 1, 2015. SECURED.

Screen captures of Gateway 360TM (G360) windows and dialogs shown in this document may vary in 
appearance from those in the application due to production changes that may occur after this manual 
has gone to press. Gateway 360TM windows and dialogs shown in this document may be simulated or 
modified to protect confidential client data or reflect changes in functionality. Depictions of applica-
tion features and functionality are accurate as of the above revision date.

System Requirements
The following system settings will ensure that all Gateway 360TM windows, dialogs, and pop-ups 
display properly:

 ■ Monitor Resolution: Minimum monitor resolution is 1024 x 768 pixels. This Windows set-
ting is found by right-clicking on the desktop, then selecting Graphics Properties > Display 
> General Settings > Resolution.

 ■ Dots Per Inch (DPI): must be set at its standard value of 96. This Windows setting is found 
by right-clicking on the Windows desktop, then selecting Personalize. Then, click on Dis-
play in the bottom-left corner of the window. Then, select Set custom text size (DPI). Select 
from the options given.

 ■ Browser: Gateway 360 was designed to be viewed using the Internet Explorer 7 or greater 
web browser. It will not work in other web browsers.

 ■ The Microsoft Core XML Services 6 (MSXML): If this component is not installed, a 
message will display. Most users will already have MSXML 6 since Microsoft distributes the 
MSXML 6 component with Windows Vista, Windows XP Service Pack 3.

 ■ Microsoft Silverlight 5 (version 5.1.10411.0 or later): A user without Silverlight will be 
able to log in and run table reports, but will not be able to see charts or the dashboard. 
Silverlight is a free browser plug-in created by Microsoft which can be downloaded and 
installed on a user’s workstation similar to an Adobe Flash or a JRE install.

 ■ Java: For the best user experience, we recommend a minimum Java release of 8.60.0. There 
are no known Java issues for Gateway 360TM clients running version 3.70.x or later. Clients 
should note that as new versions of the Java are released, Java-related problems could arise.

 ■ For Excel exports, Excel 2002 or later is required.

Gateway 360TM
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Introduction
Gateway 360™, henceforth G360, is your ticket to accurate and useful data analysis. As MSA’s premier 
decision support system, G360 is based on cutting-edge technological advancements in the IT indus-
try. 

This integrated business intelligence environment includes highly sophisticated ad hoc querying, 
predefined reporting, and analysis capabilities. Gateway 360™ builds upon MSA’s years of experience 
in developing multi-dimensional query tools and combines the best of those legacy systems as well as 
enhancing the capabilities provided by those systems.

With G360, you can:

 ■ Run queries, filter data, choose from a variety of layouts, and swap the positions of the di-
mensions when designing a report.

 ■ Incorporate more than four basic dimensions (Geographies, Brands, Measures, and Time), 
allowing more flexibility in the data that is collected and analyzed making it possible to cross 
any dimension with any other dimension.

 ■ Access reports fast. G360 can handle large or small sets of data without difficulty, so the 
return time for reports is superior no matter the size of the dataset.

 ■ Access predefined report specifications, modify those predefined reports, and create ad hoc 
reports.

 ■ Open and view multiple reports on tabs for comparisons.

 ■ Visualize your data with chart options that include options such as line, bar, area, pie, and 
more.

 ■ Export your report to a comma separated format that can be opened by spreadsheet, word 
processing, and database applications.

 ■ Feel empowered by the personalization of the system.

 ■ Enjoy simplicity and privacy with access only to the information which interests you.
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Express Training Manual Conventions
In this manual, you will find the following consistencies for your convenience (please note that these 
conventions do not refer to the formatting of the headings in this document, like Introduction, Exercis-
es, etc.):

 ■ Italicized text indicates a reference to something outside of G360, like the name of an out-
side software system or platform of any kind.

 ■ For example, Gateway 360™ and Microsoft Excel 2002 will be italicized, as well as 
Figure 1.1.

 ■ Underlined text refers to a window, panel or tab.
 ■ For example, opening the Dimension Selector window will allow you to navigate to 

the User Defined Items tab.

 ■ Bold text indicates an interactive or distinguished item or bullet located in G360, capital-
ized to match as formatted in the program.

 ■ For example: Notice that only the item text is bolded, not its description.
 ■ Example 2: Click the Enter key, the OK button, or on the Layout button.

 ■ Or, you can click and Add the Total Brand dimension.

 ■ PDF ONLY: Red and underlined text is a hyperlinked cross-reference to specified locations 
in this document.

 ■ For example, click here to go to the Table of Contents.

 ■ PDF ONLY: Click on titles in the Table of Contents to automatically navigate to them. 
Similarly, click on any MSA logo in the top corners of any page to be taken back to the 
Table of Contents.

 ■ Additional information, tips, and tricks, as well as terms and acronyms you need to know, 
are found in boxes headed with a thick gray line. For example,

 ■ When you train using this manual, be sure to pay close attention 
to the text formatting.

 ■ If there are multiple tips, they will be in a bulleted list format.

 ■ If there is only one tip, it will not be bulleted.
 ■ If there is a sub-bullet, it will not be italicized.

Conventions Tips
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Logging In

 ■ Add the G360 Login Page to your Favorites Websites List for easy and quick access.

 ■ Your initial password will be pre-set and generic; it must be changed at the first login!

 ■ You will automatically be taken to the Change Password Dialog to change your password at your 
initial login.

Tips for New Users

1. Navigate to or type in the URL provided by your MSA client representative to launch Gateway 360™ (G360).
2. The Gateway 360™ Login window will display, and you will be prompted to enter a valid username and password. These 

are initially provided by the site administrator.
3. Enter a valid username and password. The password is encrypted – dots replace each typed character of the password 

that appears on screen. 
4. Click the Login button to submit the user name and password.
5. The main Gateway 360™ Homepage should display.

Figure 1.1
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Figure 1.2

Changing Your Password
The user password can be changed at any time from the Login dialog.
1. Enter your username and password in the Login dialog.
2. Click the Change Password button and the Change Password dialog will display.
3. Your username will be pre-populated in the Username field.  
4. Enter your current password in the Old Password field.
5. Enter a new password in the New Password field, then re-enter it in the Verify New Password field.
6. Click the Change Password button.
7. After your password is successfully changed, a conformation message will display. 
8. Click the OK button to go to the G360 Homepage.

 ■ The Change Password button will not become active until all fields are completed.

 ■ Passwords have expiration dates set by your organization!

 ■ Your password must meet the following requirements:

 ■ Must not contain your username.

 ■ Must not contain any spaces.

 ■ Any other specifications decided by your organization.

Password Tips and Rules
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Figure 1.4

Logging Out
1. Click the Logout link in the top right corner of the application window to exit Gateway 360™. 
2. A confirmation dialog will appear: Click Yes to exit the application or No to cancel.

The G360 Homepage
After successfully logging in, the Gateway 360™ Homepage will display.

The window is divided into two panes: the gray Navigation Pane on the left, and the black Display Pane on the right. 

Figure 1.3

The Navigation Pane shows various options for navigating G360, including three tabs you may choose from on the bottom 
left: Tools, Public Reports, and Personal Reports. The Display Pane will display a welcome screen, usually with your organi-
zation’s logo. 
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The Navigation Pane

The tabs in the left pane are stacked vertically at the bottom of the pane. Click on a tab to select and navigate to it.

 ■ The Tools tab (seen in Figure 1.5) gives a user access to Gateway 360™ User Preferences, the Queue Manager, and 
version information for Gateway 360™.

 ■ The Public Reports tab (Figure 1.6) contains predefined reports and templates; availability is based on individual secu-
rity levels.

 ■ The Personal Reports tab (Figure 1.7) is where customized your reports, the user Inbox, and Queued Results are stored.
 

Figure 1.7Figure 1.6Figure 1.5
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The Tools Tab
The Tools tab features three items that will display certain pages in the right pane of the G360 Homepage:

 ■ User Preferences (shown in Figure 1.8): displays a page in the right pane which shows all of the user-configurable 
options available in Gateway 360™. The settings that MSA recommends are shown in Figure 1.8. Any other preference 
settings are at the user’s discretion. 

 ■ Be sure to click Save to retain any changes you make to your preferences. 

 ■ Queue Manager (shown in Figure 1.9): displays any items in your queue. You can refresh to continue monitoring jobs 
in your queue.

 ■ About (shown in Figure 1.10): displays version information for G360, as well as a link to technical assistance. 

Figure 1.8

 ■ G360 reports “NA” when no data has been reported.

 ■ It reports zero (0) when a distributor reports a zero volume.

 ■ When Suppress Rows is checked, only rows containing all and only “NA” 
are suppressed.

 ■ The settings shown in Figure 2.1 are those MSA suggests for an ideal G360 
experience.

Preferences Information
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Figure 1.9

Figure 1.10
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Figure 2.2Figure 2.1

Personal Reports

Inbox
Here, you will find reports and templates sent to you by other G360 users. If you have Get an Inbox Alert checked in User 
Preferences, a notification message will alert you in the Navigation Pane when you receive a new report. Refer to the sec-
tion on Sending Reports for more information on sending reports to other users.

 ■ Figure 2.1, left, shows the expansion of the Inbox to show the received report. 

 ■ Figure 2.2, right, shows the message that indicates a new report in your Inbox.

The Personal Reports tab is where your customized reports, Inbox, and Queued Results are stored. 

Queued Results
In this folder, you will find any item you queued earlier, or any item that auto-
matically queued. 

“Queuing” is when you allow a job to process in the background while you 
work on other things. 

 ■ A right-facing arrow (▶) indicates 
a closed folder.

 ■ A downward-facing arrow (▼) 
indicates an expanded folder.

Folder Expansion Tips

You can queue: 
 ■ Reports
 ■ Charts
 ■ Exports
 ■ Prints 

Figure 2.3
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Adding a New (Custom) Folder
1. To add a new or custom folder, begin by right-clicking on Root.
2. From the drop down menu, select Add Subfolder (shown in Figure 2.4).
3. You will be prompted to create a name for your new folder in a dialog (shown in Figure 2.5).
4. Confirm by clicking the OK button, and the dialog will close. You will then see the new folder under Personal 

Reports.

Deleting Multiple Items

1. To delete multiple items, press and hold the control (Ctrl) 
key and click to select those items in Personal Reports. This 
will select and highlight each item or folder (shown in Figure 
2.6).

2. You will see that the Delete icon in the upper right corner of 
the Navigation Pane has changed from gray to red.

3. Click on the icon to delete the items. A Confirmation dialog 
will display. Click Yes to delete the selected items.

Figure 2.6

Figure 2.5

Figure 2.4
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 ■ When one of the reports tabs have been selected, this pane displays a hierarchical 
list of predefined or custom reports. 

 ■ A right-facing arrow (▶) indicates a closed folder.
 ■ A downward-facing arrow (▼) indicates an expanded folder.
 ■ Click a report name to open the report in the Display Pane. 
 ■ Click Refresh to reload the listing of reports or other items in this pane. 

Public Report: Navigation Pane

Figure 3.1

Public Reports

Expand/Collapse Folders
To quickly expand or collapse all Public Report folders, click on the button indicated in Figure 3.1 and 3.2. When the fold-
ers are closed, the button will appear as a plus (+); when the folders are open, the button appears as a minus (-). 

The Public Reports tab is where your organization’s published reports are stored. 

 ■ The Display Pane of G360 displays a selected item in the Navigation Pane, such as 
user preference settings, the Queue Manager, or, as you will see, a report in table 
or chart format. 

 ■ Above the report grid are control features that can be used to change the appear-
ance or characteristics of the report. 

 ■ The parts, buttons, and toolbars are labeled in Figure 3.3, with corresponding 
numbers and descriptions. 

Public Report: Display Pane

Figure 3.2
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Parts of a Report
To open a report in the Display Pane, click on the name of the desired report in the Navigation Pane.

In the PDF version of this manual, the corresponding descriptions below will hyperlink to specific parts of this manual that 
will help you understand their functions. 

1. Expand or Collapse Folders
2. Refresh Pane
3. Report Properties
4. Report Title
5. Vertical Resizer
6. Report Toolbar
7. Your name/username should be here.
8. Change Multiple Spins
9. Spin Drop Down
10. Spin Menu Bar

highlighted a transparent red

11. Twist All
12. Copy to Clipboard
13. Report Viewing Options Toolbar
14. Columns
15. Hidden Print Fields Column
16. Horizontal Resizer
17. Rows 

where selected categories would appear
18. Navigation Pane Tabs
19. Page Navigator
20. Report Tabs/Navigator 

Figure 3.3
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Figure 3.4

Report Properties
Clicking on the information icon (#3 on Figure 3.3) will open a new window showing the report’s properties. The window 
will list various information like the author of the report, dimensions, number of filters, etc. 

If a report uses filters, a right-facing arrow (▶) will appear next to the filter name, indicating that this item can be expanded 
to reveal details about the filter. 

The downward-facing arrow (▼) next to the filter name, in this case, Total Enrolled Distributor HQs, indicates an ex-
panded filter selection.

Figure 3.5

You can also access Report 
Properties by right-clicking 
on the desired report in the 
Navigation Pane, then choos-
ing Properties from the pop-up 
menu that displays.

Report Properties Tip
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Report View
Report Tabs
When one or more reports are open in G360, a report tab (#20 of Figure 3.3) will display at the bottom of the Display Pane 
for each report. Some other G360 features, such as Tools tab options (User Preferences, Queue Manager, and About) will 
display as tabs.  

Each tab has an individual close control button and shows the name of the associated report or feature.
 
If more items are displayed than can be shown in a single tab row, use the navigation arrows                             to the left of 
the report tabs to move back and forth between open reports or options. 

Report Viewing Options Toolbar
This toolbar is #13 of Figure 3.3. When a report is viewed as a table, the default view, these icons display just above the table 
grid. These tools can be used to alter the appearance of the report table.

Font Size    
This control allows the user to select from five relative font sizes (smallest to largest). Smallest is the default setting. 

Row Header Word Wrap  
This control forces text of the titles in the first column to “wrap,” which makes the rows taller and the columns thinner. 

Header Lock    
This control, which resembles a lock, controls the scrolling of header rows and columns when a report is scrolled. When 
locked, the header rows and columns remain in place, while data rows and columns scroll. When unlocked, these rows and 
columns scroll along with the data. 

Size to Fit    
 This control restores the report table to its original size after it has been resized. Many reports will totally fill the Display 
Pane. 

Maximize    
This control maximizes the report table, inflating the size of the cells or expanding the number or rows and columns dis-
played, so that the table occupies the entire Display Pane. 

 The Word Wrap icon will show a straight bar when OFF and a bent 
bar when set to wrap (ON).

Report Viewing Options Toolbar Tip
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Figure 3.6

Changing the View Dynamically

Spin Menu Bar
Spins contain multiple dimension options you may set for your report. A group of these drop downs, shown as #10 of 
Figure 3.3, is known as the Spin Menu Bar. Select the drop down arrow on the spin to display a menu of choices for that 
dimension. Click to select the desired option from the drop down menu.  A Processing dialog will display indicating that 
your spin request has been submitted.

 ■ Items for a spin drop down need to have been previously selected in the Dimension Selector, when setting up 
the report. Items not selected during set up would not be available here as a drop down that can be clicked and 
added.

 ■ Click the Back button            to undo the spin change and return to the previous view.

Changing Multiple Spins
When a report contains multiple spins, they can be changed at the same time by selecting the Change Multiple Spins con-
trol   #8 of Figure 3.3, located to the left of the spins. 

This will display the Change Multiple Spins dialog. Select the desired spins, then click the Submit button.  

Twist    
Twists show more detail on the next level in the report. 

Click the right-facing arrow (▶) to the left of the name of an item to 
twist open that report item. This can be repeated until the lowest level 
of data appears without an arrow. After each click, the report will reload 
with the next level of the hierarchy. Please note, though, that unrelated 
items remain in the report.

When finished, click the Back button to return to the previous view, or click the down-facing arrow (▼) to close the item 
and return to a higher level of the hierarchy.

 Twist All    
By clicking on the Twist All icon, #11 of Fig-
ure 3.3, you can twist into each of the items 
in the left-most column one level. Clicking 
multiple times will twist further and further 
into the hierarchy.

Figure 3.7

Figure 3.8
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Swap
The swap function can be used to swap or exchange a selected dimension on rows or columns with one on spins. This effec-
tively reverses the layout of a report on-the-fly.

Click a row or column item to select it for a swap; the selected item will then have blue text and be encased in a blue box. 
Then, click the dark blue rectangle on the left side of the spin box.

Drilldowns    
Drilling down enables you to see an item’s next level of detail. To drill down, double-click on the item you choose.

You can always drill down until you have reached the lowest level of the selection. In Figures 3.9 and 3.10, below, you will 
see a drilldown on a row. 

As you can see, unrelated items are no longer shown – only the item and the next level below.

Typically, the parent item that has been drilled goes to the last row and any children are displayed above it. After drilling 
down on any item, use the Back button to condense the displayed info and restore the previous view as it appeared prior to 
drilling down.

drill down

The former row item is now a spin and the former spin item is now on rows.

Figure 3.12

Figure 3.11

Figure 3.10Figure 3.9
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Rows and Columns
The default display for most reports is a table composed of rows and columns. Items on spins on the Spin Menu Bar (#10 of 
Figure 3.3) above the main report table determine the content of the rows and columns. 

The placement of dimension items in rows, columns, and spins is determined using the Dimension Selector and Layout 
Editor dialogs. You will learn about these dialogs later. 

Resizing the Viewable Area of a Report 
Typically, when a report displays, it occupies most of the Display Pane. 

 ■ If a report is too large to display in the pane, vertical or horizontal scroll bars will appear. Use these scroll bars to view 
additional rows or columns, as needed. 

 ■ Vertical or horizontal resizers, #5 and #16, respectively, of Figure 3.3, can also be used to maximize 
the area of the Display Pane. If the resizers are pointing outward from the report, clicking them will 
contract or close other panes and the arrows will reverse direction. Clicking the resizers again will 
reverse the action.

Page Navigator

When a report is displayed in the Display Pane, the current page and the total number of pages displays in the lower left 
corner of this pane, just above the Report Tab Area. If the report consists of more than one page, navigation controls like 
the ones shown as #19 in Figure 3.3, allow a user to jump to a specific page of the report:

 ■ Select first, previous, next, or last page of the report – only underlined links are active.
 ■ Select a page number link (1-5, etc.) – these change as one scrolls through the report.
 ■ Enter a specific page number in the Go box.
 ■ Enter keywords in the Search box to search the rows of the entire report.

Sorting, Ranking, and Limiting Results
Sorts, ranks, and limits can be used to display the highest or lowest selling products, or they can emphasize the highest or 
lowest values in any range.

You may sort, rank, or limit by right-clicking on the column or row you would 
like to sort, rank, or limit, then selecting from the menu that appears (as seen in 
Figure 3.13). 
 ■ Sorting: You may sort by Ascending or Descending. 
 ■ Ranking: Inserts an extra column to the right, giving a rank number to the 

row. 
 ■ Limiting: Restricts the report information to a smaller subset of the total 

report. This is found through the Custom option.
 ■ Clear: This removes whatever limit, sort, or rank you placed on the report. 

Figure 3.13

The sorted column or row will be marked by a red arrow. A downward-facing ar-
row (▼) indicates a descending sort, while an upward-facing arrow (▲) indicates 
an ascending sort. 

Sorting Tips
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Figure 3.15

Figure 3.14

Print Fields
Print Fields (#15 of Figure 3.3) are additional information associated with items on rows. Clicking on the minus [-] icon, 
will hide the print fields. The expansion of columns is highlighted in red in Figure 3.14 and 3.15 below. 

Notice that when the Print Fields are expanded, the Show Print Fields icon changes from [+] to [-]. Click on this icon to 
collapse and hide the fields once more. Also note that Print Fields are included in prints and exports, even if the default 
view of the report hides them.

 ■ If your report’s Print Fields contain all N/A values, like the report in this example, you can populate data 
into these fields by drilling down to the lowest level in the hierarchy. 

 ■ To look at the store’s address information for a particular chain, for example, drill down into the report by 
clicking on the chain to isolate it from the report. 

 ■ Then, twist down to the lowest hierarchy level and continue drilling down to see the store information in 
that chain. This process is illustrated in Figures 3.16 and 3.17 below.

Print Field Tips

Figure 3.17

Figure 3.16
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 ■ Whether or not a Save prompt displays is controlled by your User Preferences. 
 ■ In the Save Copy dialog, you will see the terms Rolling Time, selected by default, and 

Full Time Only, which is unchecked.
 ■ Checking Use Rolling Time will update the time period relationships in the report as 

present time goes on.
 ■ Checking Full Time Only will prevent incomplete time periods from being added to the 

report as the data rolls forward. MSA suggests you leave this unchecked.
 ■ If your company only uses one data source, make sure that ALL is selected beneath Data-

source to update with.
 ■ The name entered in the Save as: field is the file name of the report in the Navigation 

Pane; the Title appears within the report itself.

Save Tips

(In the PDF version of this manual, click the toolbar to see its location, #6, in Figure 3.3.)

The Report Toolbar

Saving
If the report has not yet been saved, click on the Save button. If the report has 
been previously saved, click on the arrow button (▼) to the right of the Save 
button.  Select Save As from the menu. This will launch the Save As dialog, 
seen in Figure 3.18, where you may:
 ■ Select or create the folder in which to save the report. 
 ■ As needed, check Use Rolling Time or Full Time Only.
 ■ Enter the name and title of the report or copy/paste the name from one 

field to the other.

To save a report for later use, choose Save or Save As.

Dialog Options
Rolling Time
Check this box to maintain the relationship between the selected time periods and 
the current ending date and to keep the report refreshed with new data after an 
update. When Rolling Time is selected, the report will “move-in-time” between the 
absolute date and the relative date associated with the most current data available.

Full Time Only
By checking this box, only complete time periods will be included and time will only roll when the next time period is com-
plete. For example, if March is selected as the most current, complete month, the report will not roll to April until every 
week in April is available.

Datasource to update with
This drop down allows you to select which data source to use when selecting Rolling Time. 

Report Footnotes
Here, you can make notes about anything regarding the report. 

To create a new folder
Click the folder icon to the top right of the folder field.

Figure 3.18
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 ■ Copy to Clipboard is limited to the data on view, including the number of decimal places: if the data 
shows two decimal places, only two decimal places will be copied, but when exported, the full number of 
decimal places are carried over to Excel.

 ■ Copy to Clipboard is limited to the current page only, includes the name of the dimensions used, and does 
not include a Filter tab.

 ■ With Copy to Clipboard, columns are not automatically sized to fit the data – note that when columns 
display repeated ##### – the data in these columns is too wide to display.

 ■ Copy to Clipboard has merged cells for column headers when dimensions are nested.

Copy to Clipboard vs. Standard Excel Export

Layout
Opens the Layout Editor, where you will find layout change options.  

Export
 See Exports under Report Output Options. 

View As
Allows you to view the report as a chart or as a table.

Print
This will give you printing options for your report. See Printing for more information.

Report Output Options
Copy to Clipboard
Click the Copy Current Page to Clipboard icon, #12 of 
Figure 3.3. A green and white banner message, indicating 
that the data has been successfully copied, will display for a 
several seconds. Then, open an Excel workbook. Here, Paste 
the contents into a cell.

Figure 3.20

Figure 3.19
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Figure 3.21

Exports
Tabular reports can be exported to Excel or CSV (comma separated value) 
format. To create an export, click the Export button at the top right of the 
report. The Export Dialog will display, as seen in Figure 3.21.

By default, the Excel radio button is selected. You may choose from the 
following options:
 ■ Export all spin combinations
 ■ Suppress N/A rows
 ■ Suppress filter definition details
 ■ Suppress all print field columns
 ■ Indent based on hierarchy level 
 ■ You may also choose to show the N/A values as: N/A (which will not 

compute in Excel), zero, or blank. 

Click the Export button on the Export dialog, which will bring up the 
Request Submitted… export dialog displays.

 ■ The option to export all spin combina-
tions will create a separate worksheet 
for each valid combination of spins in a 
report when there are multiple spin se-
lections – this could result in thousands 
of separate reports. The number of po-
tential reports spawned can be found by 
counting the number of options available 
for each spin drop down and multiplying 
those numbers together.

 ■ Excel is the default target.  However, 
certain reports may be forced to CSV if 
they exceed system size limitations.

Export Dialog Tips

For some reports, this process may take some time – it may be better to queue the report.
 ■ Certain functions, such as exporting all spin combinations to Excel, or exporting to CSV, will automatically be directed 

to the queue.
 ■ See Queue an Export for more information on this topic.

When the Prompt for directory and filename option is checked within User Preferences, a Download dialog will appear 
when the export completes:

Figure 3.22

 ■ Click the Browse button (where the cursor is located in Figure 3.22) 
to select a directory in which to save the report. 

 ■ You will be prompted by a Choose Directory dialog to choose a di-
rectory, which you can do by highlighting the target directory, then 
clicking Open. Check Set as Default Download Directory to save 
all future exported files to the same directory. This eliminates the 
need to browse and select a location.

 ■ For subsequent downloads, the directory information will be pre-
filled - use the Browse button if a different directory is needed. Click 
OK to export your file. 

If your User Preferences are set to open an Excel sheet for your export 
automatically, it will do so. If it is not set to automatically open Excel 
exports, the message in Figure 3.23 will display, when the report success-
fully downloads. Click OK, then launch Excel and open the exported file 
to view it.

Figure 3.23
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Printing from an Open Report
Select the Print option on the Report Toolbar (#3 of Figure 3.3), 
as seen in Figure 3.26. Choose from Print or Page Layout. 

The page layout dialog is shown below in Figure 3.27, below.

Queuing an Export 
If the export is taking longer than you’d like, you may queue it. Select Queue Request when the Request Submitted dialog 
appears.

Enter a filename for your export when prompted.

Click OK, and the export will be automatically queued.

When the export queues successfully, a confirmation dialog 
will display. Click OK to close this dialog. To access the ex-
port, go to the Queued Results folder and open Exports.

Click the report name to download the exported report.

If you choose Print, the report will be formatted as a PDF file. 
After several status messages, Adobe Acrobat Reader or the Inter-
net Explorer PDF Reader will display your report, where you may 
then choose to view, print, save, or send a copy of the report.  

Figure 3.27

Figure 3.26

Figure 3.25

Figure 3.24

Figure 3.28

We suggest that, instead of using 
this method to print, you export 
your report as an Excel document 
first, then print the report from 
there! It will take less time!

Printing Tips
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Figure 3.29

Public Report Right-Click Functions

We suggest that, instead of using 
this method to print, you export 
your report as an Excel document 
first, then print the report from 
there! It will take less time!

Printing Tips

Print
 ■ Allows a report that is not open to be printed.

 ■ Select a report from the list and right-click.

 ■ Select the Print option. 

 ■ This will display the Print window.

Queue an Export
 ■ Allows a report that is not open to be exported.

 ■ Select a report from the list and right-click and select Queue Export.

 ■ The Export dialog will display.

 ■ The default format/target is Excel.

 ■ Select any desired options and click Export.

Open as Template (Ad Hoc Only)
 ■ Right-click a report to be modified.

 ■ From the menu, select Open as Template.

 ■ This will automatically open the Layout Editor.

 ■ The selected report can be modified as needed. 

Report Properties
 ■ Right-click on a report. 

 ■ Choose Properties from the pop-up menu that displays.

 ■ This will display the Properties window.

Figure 3.32

Figure 3.31

Figure 3.30
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Figure 4.4

Personal Folder Management
Drag and Drop
Reports, templates, and custom folders can be managed by “dragging and dropping”. In this example, Report 1 is dragged 
and then dropped from New Folder 1 into a New Folder.

 ■ Select the desired report by right-clicking on it. The title will highlight in blue, as seen in Figure 4.1.

 ■ Continue to hold down the left mouse button and drag the report over the target folder, which will remain highlighted 
blue, but now have a gold box around it, as well. 

 ■ When the report is properly positioned over the target folder, the folder name will highlight in pink, as seen in Figure 
4.2. 

 ■ Release the mouse button and the report will now display indented and below the folder name, indicating that it has 
been successfully moved into the target folder, as seen in Figure 4.3.

Right-Click Functions
Renaming a Folder or Report
Notice that renaming a report changes the title in the Display Pane only. The Report Title is not changed. System folders, 
like Inbox and Queued Results cannot be renamed.

Figure 4.5

Figure 4.3Figure 4.2Figure 4.1

 ■ Right-click a folder or report in the Personal Reports tab to change its name.
 
 ■ From the menu that displays, select Rename (Figure 4.4).

 ■ A prompt will display, seen in Figure 4.5.

 ■ Enter a new name for the folder or report. 

 ■ Click OK.

 ■ The list of folders is refreshed to display the new folder 
or report name. 
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Deleting a Folder or Report
You can only delete a folder or report that you created. System folders, like Inbox or Queued Results, cannot be deleted.

 ■ Right-click the folder or report to be deleted in the Personal Reports tab. 

 ■ From the menu that displays, select Delete. This will bring up a dialog (Figure 4.7).

 ■ Click Yes to delete the item or No to cancel the delete operation. 

 ■ The folder and its con-
tents or the report will be 
removed from the person-
al folders list if Yes was 
selected. 

Figure 4.6

Sending a Report
Personal and custom reports that you have saved can be sent to other Gateway 360™ users. Please note that you can only 
send a Personal Report. You cannot send a Public Report.

Figure 4.7

 ■ Right click on a report in the folder, or click on the folder to send all of its contents, 
and select Send.

Figure 4.8

 ■ To send a folder of reports, right-click on the 
folder to be able to send all of its contents.

 ■ A Recipient List dialog will display. Select the 
names of recipients by checking the appropriate 
boxes. 

 ■ If desired, type a message in the optional mes-
sage box. Text entered here will only appear in 
your personal e-mail message (if the recipient 
has selected that option in User Preferences).

 ■ Click Send.

Figure 4.9

Send Reports Summary
After a message has been sent, Gateway 360™ will display a Summary dialog that indicates whether the message was sent 
successfully. 

Figure 4.10
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Figure 4.11

Recipient List Dialog Details

Search Function Option

To search for a particular recipient or group, enter a search string – one or more letters – into the search box. Press the En-
ter key on the keyboard or the Next button to search. The first matching recipient will highlight in orange and the list will 
automatically scroll to show that match. 

Pressing Next again will repeat this process for the next matching entry. 

Define Groups Option
Use the Define Groups option to create an email alias, or subset of recipients, from the overall list of available recipients. To 
begin, select the Define Groups button, which will launch the Email Groups dialog, Figure 4.11.

 ■ Select the New Group button, which will launch the Name prompt, Figure 
4.12, below.

 ■ Enter an appropriate name for the group and click OK. The prompt will 
close and the name entered for the Email Group will display in the Email 
Groups dialog, Figure 4.13.  

 ■ You will see that the Include button is now available. Click it to add recip-
ients to the group. 

 ■ The Include Users dialog will display, as seen in Figure 4.14. Select recip-
ients to add to the group by checking the boxes to the left of the name. 
After all desired users have been added, click OK. 

 ■ Feel free to use either the scroll function or the Search option to find and 
add specific users to your group.

 ■ After you click OK, you will be taken back to an updated (with the names 
you selected) Email Groups dialog.

Figure 4.12

Figure 4.14

Figure 4.13
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Figure 4.18

 ■ To remove a recipient from the Email Groups dialog, 
uncheck the box in the Include in group column for 
that user and click the Update button.

 ■ The Share group with? column allows an email group 
created by one user to be shared by one or more mem-
bers of that group, simply by checking the appropriate 
boxes.

 ■ To create another email group, click the New Group 
button and add users to that group as detailed above.

 ■ When finished creating e-mail groups and adding us-
ers, click Update and close this dialog to return to the 
Recipient List dialog.

 ■ The newly-created email group appears in the list of 
recipients, under User-Defined Groups. If the group 
does not appear in the list, click the Refresh List 
button. 

 ■ By checking the box next to the Email Group name, 
the selected report can be sent to all members of this 
group. 

 ■ To see a list of members in the group, click on the 
right-pointing arrow (▶) next to the group’s name. 
Note that all the individual members of the group are 
automatically selected when the group is selected. To 
exclude a member of this group, simply uncheck that 
name.

Print a Closed Personal Report
This right-click function allows a report that is not open in the Display Pane to be printed.

We suggest that, instead of using 
this method to print, you export 
your report as an Excel document 
first, then print the report from 
there! It will take less time!

Printing Tips

 ■ Select a report from the list, right-click on it, and click to select Print.

 ■ The Print option formats reports into PDF files.

 ■ Several status messages will display, then an Adobe Acrobat Reader or an Internet Explorer 
PDF Reader will launch to display the selected report, where you can view, print, save, or 
send a copy of the report to another G360 user.

 ■ You may also queue your report (Figure 4.18) if it is taking longer than you would like, 
especially if you are attempting to print a large report. 

Figure 4.15

Figure 4.16

Figure 4.17
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Figure 4.19

Queuing Exports of Closed Reports
This allows unopened reports to be queued for exporting. To use this method, select a report from Personal Reports and 
right-click on it.

Open as a Template (Ad Hoc Only)

 ■ Select the Queue Export option, which will display the Export dialog. 

 ■ Select any desired options and click Export.

 ■ The Queue Export dialog will display, as seen in Figure 4.20. Select your desired settings 
and click export. 

 ■ A confirmation dialog will display, as seen in Figure 4.21, letting you know that your 
request has been submitted to the queue. 

 ■ The queued export can be tracked in the Queue Manager, as seen in Figure 4.22.

 ■ The exported file can be accessed via the Queued Results folder in the Personal Reports 
tab.

Figure 4.22

Figure 4.21

Figure 4.20

Figure 4.24

Figure 4.23

 ■ Right-click on a personal report.

 ■ From the menu that displays, select Open as Template.

 ■ This will automatically open the Layout Editor so that the selected report can be modified.

Properties

 ■ Right-click on a personal report and select Properties from the pop-up menu.

 ■ For more information and an example illustration, see the earlier section of this manual on 
Report Properties. 
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Queue Requests
Queued Results
Queuing refers to the function that allows a job to process in the background instead of waiting for it to be returned inter-
actively. Most dialogs include a queuing option, such as opening a report and twisting a row. Most will look like Figure 5.1.

Queue Manager
To edit, view, or otherwise manage reports you have queued, select the Queue Manager from the Tools tab from the Navi-
gation Pane. 

Something similar to Figure 5.2 will display in the Display Pane. 

Click the Refresh link above the Queue chart, located on the top right of the Navigation Pane, to refresh the queue listing.
Once items have successfully queued, noted as “Completed” under the Status heading, you may tab to Personal Reports 
and open Queued Results to view the queued items.

Figure 5.1

Figure 5.2
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