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Working with Results Tables

https://campus.barracuda.com/doc/77399534/

This article applies to tables in most Results pages.

When you navigate to a page under the Results menu, select the Detail tab. This tab has most of
the information you want to see at a glance.

Sorting and Filtering in the Table

Click on any column to sort by that column or to find certain values in that column.

Apply Filter

Send Date is at least

Send Date is at most

| Add this field to your Filter List.

nclude the current field on your Filter List.

Sort Ascending Sort Descending '® Sorting Off

Cancel Apply

Click Apply to save your changes.

Configuring Columns
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Use the Column Layout (or Column Sets) tools to customize the columns that appear on the Detail
tab.

Default A ¥ G

AddressBookExport
Details

Export

Incident Response
. Program

Click the menu to select from preconfigured sets of columns. The menu choices in the figure above
show the Default column configuration, along with others including Export and Incident Response,
each with columns appropriate for the type of results.

To customize a Column Layout:

1. Open the Column Layout you want to customize.

Click the Copy button c to create a copy of the Column Layout you want to customize.
Note
You can change the columns within a Column Layout without making a copy. Be aware
that you are changing the original configuration and must manually revert back to the
original settings if needed. These changes can be viewed by all other users. To help with
organization, consider labeling your Column Layouts with your initials.

2. Click the Edit icon .
If you copied a Column Layout, give it a unique name.

4. To add columns to the table display, select one or more Available Fields and move them to
the Column List.

w
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Column Layout Editor

Layout Name: |CustomLayout

Available Fields (alphabetical order)

Action Summary

Activity Feedback Form

Activity File Download

Activity Smart Attachment
Activity Unsubscribe Form
Address Book Category

Address Book Mame

Adhoc Click Count

Adhoc Click Count Risk Category
Adhoc Click Count Run Timestamp
Adhoc Click Earliest Send Time
Adhoc Click Latest Send Time
Bounced

Campaign #

Campaign Category

Campaign Cutoff Date
Campaign End Date

Campaign Intent

Campaign Lifecycle Status
Campaign MName

Column List (left-to-right order)

Message #

Email Address

Subject

Sent

Send After

Send Date

Clicked

Activity Image View

Out of Office

Reply Received

Activity FW: Incident Response
Activity Login Form

Activity Login Form User
Activity Login Form Password
Reputation Training Started
Reputation Training Completed

‘ To Column List --»

‘ <-- To Available Fields |

‘ Select All H Select Mone

‘ Mowe Up ‘ ‘ Move Down Select Mone

‘ SelectAll ‘

Cancel

5. To remove columns from the table display, select one or more items in the Column List and

move them to the Available Fields list.

6. Move fields up or down in the Column List to control the order of appearance in the table.

7. Click Save to save your changes.

Using the Filter

In the left panel, use the Filter to determine which data to include in the table.

1. In the Filter in the left panel, click Edit Filter List to display all metrics reported on in that

section.

2. Select one or more entries in the list. You might choose to browse this list to see what kinds of

data are available for reports.
3. Click Save.

4. The field(s) you select appear in the Filter in the left panel. Type your selection criteria in those

fields, then click Apply to see the results.

If you have made changes to the filter fields and want to restore the filters to their original settings:
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1. In the Filter in the left panel, click Edit Filter List to display all metrics reported on in that
section.
2. Click Factory Reset.

Interacting with Charts

All charts and graphs are clickable. You can click on any bar or pie piece within a chart to drill down
into the data. This is also a shortcut to filtering.

Scrolling to the Top

When you scroll down through the results table, the Scroll to Top button appears. Click the
button to return to the top of the page.

Using Tabs

Tabs that appear to the left of the Detail tab are pre-made reports that are included with Security
Awareness Training. Tabs that appear to the right of the Detail tab are custom reports that you
create. The figure below shows tabs on the Outbound Analysis page. The tabs in red, to the left of
Details tab, are pre-made reports. The tabs in blue, to the right of the Detail tab, are custom

reports.
Outbound Analysis
Results — Outbound Analusis
| 20 Refresh ‘ = PDF ‘ ‘ 2 Export ‘ @ Custom Reporting
Schedule Actions Incident Response Trend Detail Custom: Click and Report Trends Custom: Click Count by Campaign

| Custom: Click Rate by Department Custom: Click Rate by Template Custom: Report

Exporting Data
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Anything in the Results tables can be exported as CSV or PDF files.
Results graphs and charts can be exported as PNG, JPG, PDF, SVG, or XLS files.

For details, refer to How to Export Data .

Creating Custom Reports

For details, refer to How to Create Custom Reports. Custom reports can be exported as CSV files.
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