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VESTA Communicator Reports

Introduction to Reports

The Reports module is used to work with scenario activations reports and pull custom reports 
from Contacts, Groups and Scenario Activations. This module allows for several things. 

 Firstly, it tracks all activated scenarios so reports can be generated for any currently running or prior 
scenario activations. 

 Additionally, the module allows for export of your Contact database, Group and Scenario Activation 
details.

Reports can be opened in PDF format (with Adobe® Reader®) or downloaded in CSV format. 

 The .csv Format (Excel) option will display a File Download window with the option to Save or Open the 
report as an .csv file (comma separated values). 

 The .csv file format provides you with the raw data and can be opened in Excel for easy data manipulation, 
such as, sorting, formatting, etc., therefore the report legend will not be provided in this format.



Report Security

About Report Security:

Only identified individuals with specific security roles, as assigned in the Settings 
module, will have the ability to access Reports:

The Administrator role gives the security user full access to all VESTA 
Communicator modules.

The Creator role must have created a scenario or have explicit permission to a 
scenario (assigned in the Scenarios module at the Security page) to view/access 
reports for that scenario. Be sure to give each other permission to access reports 
when you create new scenarios.

The User role must have explicit permission to a scenario (assigned in 
the Scenarios module at the Security page) to view/access reports for that scenario.

http://10.12.101.93/NXTPortal/Help/Settings/Introduction_-_Settings_Module.htm


Viewing Reports from Activated Scenarios

All Activations—
 The Reports module allows scenario activation reports to be viewed or printed for the selected 

scenario. This module is used to access the complete history of scenario activations, providing 

documented results for every notification. The list of Scenario Activations will identify the 

scenario Name, the Start Time (Date/Time), the Stop Time (Date/Time), the 

current Status and Activated By.

Note: It may be necessary to bypass Pop-up Blocker in order to open VESTA Communicator reports. 
Hold down the Ctrl key on your keyboard, and then click the report link at the Reports page of VESTA 
Communicator. Continue holding down the Ctrl key until the report opens.



Viewing Reports from Activated Scenarios

Steps to View Reports for an Activated Scenario:

 From any page in VESTA Communicator, click the Reports tab heading. The Reports Summary page 

displays.

 If necessary, click Refresh to update scenario activation Status information (for an active scenario).

 At the Reports Summary page, click the radio button to select either .pdf Format (Adobe) or .csv 

Format (Excel).

 Locate a specific scenario by using one of the following methods:

 Use the page navigation options display at the bottom of a listing (e.g., Page 10 of 23).

 To move from page to page, you can use the Page text box or the Previous or Next icons.

 When using the Page text box, type the desired page number, then click Go to jump to the entered 

page number.

 Sort the displayed information by clicking the column title/name. Indicators will display that define 

your sort, in ascending order or in descending order.

.



Viewing Reports from Activated Scenarios

Steps to View Reports for an Activated Scenario:

 Check the box to select one or more Scenario Activation(s) from the viewable page.

 Click the desired report name from the Reports menu. 

 One or more windows will open and display reports in the selected format. 

 If your report does not open immediately (large reports may require more than 
30 seconds to download and will not open automatically) you may view all 
requested reports at the Completed Reports page.

 Check the box to select one or more reports from the viewable page.

 Click Download Report from the Completed Reports menu.

 Once a Report is listed in the Completed Reports tab, you can go back an reopen it 
multiple times.

.



Viewing Reports—Completed Reports Tab
.



Picking the Correct Report

Knowing what reports to use and when to print them can provide you 
with a complete record of critical information. 

Printed reports are easily generated that contain information, such as who 
was called, when the call was made, the nature of the message delivered 
and the response of the person contacted. 

Such reports will provide evidence that a reliable notification system was in 
place and that substantial efforts were made to respond quickly and 
efficiently.

Knowing what information you need will help you decide which 
reports to run.

Email all reports to yourself at the completion of the scenario that you 
might need to complete an AAR or to save for documentation of the 
event/incident in case of future questions or issues.



Report Overview

We will now view a video about each of the 
nine different report types available in 
VESTA Communicator and the information 
contained in each type.



Viewing Reports
.



Report Types
Activation Contact Status Report – Displays a listing of all contacts from all assigned groups, if an Attempt was 

made to contact them, if they have been Contacted, their Fill Status, Pickup Date and Time, their Device 
Detail and the Response to any phone Prompts display.



Report Types
Activation Detail (By Last Name) Report – Displays all calls made for a scenario activation sorted by contacts 

last name. Detailed will be listed for the Pickup Date and Time, the Duration of the call, the number of 
the Phone Line placing the call, whether the Direction was Outbound, Inbound or Web, the contacts Device 
Detail, Device Status and Number of Attempts to the specified device.



Report Types
Activation Detail (By Time Report) – Displays all calls made for a scenario activation sorted chronologically. 

Detailed will be listed for the Pickup Date and Time, the Duration of the call, the number of the Phone 
Line placing the call, whether the Direction was Outbound, Inbound or Web, the contacts Device Detail, Device 
Status and Number of Attempts to the specified device.



Report Types

Activation Summary Report – Displays a summary of the scenario activation 
information for 1) a summary of Device Status which includes a Total displays a 
count of occurrences for each Device Status listed. The Duration is the sum total of 
hours, minutes and seconds that the calls took for the listed Device Status 
and Average Duration is the average hours, minutes and seconds that the calls took 
for the listed Device Status. Note: Email's will not show duration since they are sent 
to the network almost instantaneously. 2) Call 
Summaryof Outbound and Inbound calls showing the number of calls made and 
their duration and 3) Fill Status Summary (By Group) showing the name of the 
groups, the groups Total Positions, the Required fill count, the 
number Qualified, Disqualified, the number Not Contacted, Preciously 
Contacted and/or Contacted Without Status.

http://10.12.101.93/NXTPortal/Help/Reports/Report_Field_Definitions.htm#Previously_Contacted


Report Types
Activation Summary Report –



Report Types
Activation Summary Report (continued) –



Report Types
Activation Summary Report (continued) –



Report Types
Exception Report – Summarizes Group Information for each group assigned to the scenario 

displaying Required Fill Count, Total Filled (Qualified), Total Open positions and Total Disqualified. In addition, 
the Non-Qualifying section will list, by group, contacts not responding to the activation, total Delivery 
Efforts, Device Detail, their Fill Status, and their Responses to the phone Prompts.



Report Types
Qualification Report – Summarizes Group Information for each group assigned to the scenario 

displaying Required Fill Count, Total Filled (Qualified), Total Open positions and Total Disqualified. In addition, 
the Qualifying section will list each group assigned to the scenario and detailed information concerning each 
contacts Qualifying statistics. Their Fill Status Date/Time and their Responses to the phone Prompts.



Report Types
Qualification and Exception Report – Displays a listing of contacts who Qualified and a listing of contacts that 

did Not qualify for each group assigned to the scenario. In addition, the contacts Fill Status, the Fill Status Time, 
the Number of Attempts to the device, the Device Status and the contacts response to any phone prompts in 
the Prompt and Response columns.



Report Types
Qualification and Exception Report (continued) –



Report Types
Response Status Report – This report specifically captures the responses to the phone prompts delivered in the 

assigned call flow templates, such as, Can you respond?, What is your ETA (estimated time of arrival), Are You OK?, etc. 
The actual phone prompt and the responses to these prompts are displayed in the Response and Prompt fields. In 
addition, this report will list the Fill Status and the Fill Status Time for those contacts that have responded.



Report Types
Scenario Personnel Status Report – Displays a listing of all positions within each group assigned to the scenario, the fill 

number (order positions were filled), the contacts name (if the positions has not been filled, OPEN will display), the Fill 
Status Time and the contacts response to any phone prompts in the Prompt and Response columns.



Running Reports

Run Report:

 Run Report allows users to view and generate a custom 
report against Contact, Group and Scenario Activation data.

 Newly created Custom Report templates will display in the Report 
Name drop down. 

 Depending on the size of the data set, the report may take seconds, 
minutes or in some cases, upwards of an hour to generate allows you to 
run any of the available report templates instead of having to go to each 
of the individual tabs to run related reports.

 The Run Report tab allows users to view and generate custom templates.



Running Reports

To Run Reports:

 Select the desired Report Category: Activation, Contacts or Groups. The screen information will 
change based on the selected category. 

 Select the Report Name. Report Name will display all created report templates and activation 
reports. 

 For Activation and Groups, select the desired entity to run report against. Searching and filter can be 
used to narrow down the grid contents.

 Click the Run Report button.

 The report will pop-up on the screen. It will also display in the Completed Reports tab.

Schedule Custom Reports:

 Custom Report templates can be configured to be available as scheduled reports within a Scenario 
and ad-hoc reports by selecting this option while creating a Custom Report template.



Searching Reports

Search Reports:

 Type in all or part of the search text you wish to find in the Look For text box, 
then select the criteria in the Search By drop-down list: Report Name, Report 
Type or Requested Report. 

 Additionally, search can be Filtered By Start Date and End Date . 

 Here are a couple of things to keep in mind when searching for specific 
information:

 Only Scenarios that have the related information in their records will appear in the 
selected tab view.

 The Look For/Search By criteria will be retained (e.g., when you click a different tab 
heading, the search criteria is retained and displayed in the selected view) until you use 
the Clear button to remove the selected criteria.



If you are having issues opening your reports, it might be due 
to Pop-up Blockers.

To Bypass Pop-up Blocker to View Reports—
Follow these Steps to Permit VESTA Communicator Reports to Display:
To bypass Pop-up Blocker in order to open VESTA Communicator reports, hold 

down the Ctrl key on your keyboard, and then click the report link at 
the Reports page of VESTA Communicator. Continue to hold the Ctrl key down until 
the report opens.

Viewing Reports



Saving Reports

Note:

 Since the Reports module essentially acts as an historical accounting of all 
activated scenarios, it can get very large, which in turn, uses system resources. 
To optimize system performance, purges of the reports in our VESTA 
Communicator companies are set to automatically occur every 120 days 
because we have a hosted system.

 To assure you have reports for drills (call downs) and events whenever you 
need them, be sure to schedule the reports you need to be sent to you by 
email at the completion of the scenario.

 Remember for PHERCs and HNCs, your security type (Creators) is only allowed 
to receive reports for scenarios you create or are given permission to have 
access to these reports. Be sure to add each other to scenarios when you 
create them.



Custom Reports

Custom Report List:

The Custom Report List is used to create, edit or delete custom report templates. A Custom 
Report Template specifies the report fields and their layout. The Custom Report List provides 
users with a complete listing of the previously created report templates. From this screen 
users can Add Custom Report, Change Custom Report, and Delete Custom Report from 
the Quick Actions menu. 

Search for Reports:

Search is a quick and easy way to find and work with a subset of data in a list. The search 
results will display only Reports with records that meet the criteria you specify. Type in all or 
part of the search text you wish to find in the Look For text box, then select the criteria in the 
Search By dropdown list: Report Name, Description, or Category.



Custom Reports

To create a Custom Report template:

Select Add Custom Reports from the Quick Action menu on the Report 
Summary screen. 

Enter a unique Report Name. 

Select a Report Category: Activation, Contacts or Groups.

Based on the selected Report Category (Activation, Contacts or Groups), follow 
the appropriate steps that will be outlined in the following slides.



Custom Reports

Steps to create an Activation Custom Report template:

Choose an existing Report Template to base your template. These reports include: Activation 
Contact Status, Activation Detail (By Name), Activation Detail (By Time), Activation Response 
Report, Activation Summary, Exception, Qualification

(Optional) Check the box Show report name as a quick action link on appropriate NXTPortal
tab for all users to allow the Custom Report to display on the associated section within the 
application, Reports > All Activations> Reports quick action menu. 

(Optional) Check the box Report can be scheduled for interval/completion delivery 
(activation category only). This allows reports to be automated when creating 
a Scenario in Scenario Details> Reports. Reports can be configured to print and/or emailed at 
defined intervals or upon completion, in addition to being sent to email addresses or defined 
printer locations.



Custom Reports

Steps to create an Activation Custom Report template (continued):

Report Fields: The selected report options display below. Check all the fields you wish to 
display on the report. Fields are broken out into different sections which include; Activation 
Header Fields, Activation Detail Fields, Contact General Information Fields, Contact Device 
Fields, and Contact Custom Fields. Use the check boxes to select which fields to display on 
your report.

Field Order: Define the desired order in which columns will display in your report. Use 
the Move First, Move Up, Move Down, and Move Last buttons to sort the Column Order for 
this report. Columns may be moved one at a time.

Select Save to complete the Report Template and then select Back to Summary on the Quick 
Actions menu.

The report displays on the Custom Report List menu.



Custom Reports

Steps to create an Activation Custom Report template (continued):

Note: If Show report name as a quick action link on appropriate NXTPortal
tab for all users is selected, Is Interactive will contain a value of True on the 
Custom Reports screen. If the box is not selected when creating the Custom 
Report the value will display as False. 

 Note: If Report can be scheduled for interval/completion delivery 
(activation category only) is selected, Is Interactive will contain a value 
of True on the Custom Reports screen. If the box is not selected when creating 
the Custom Report the value will display as False.



Custom Reports

Steps to create a Contact Report template:

Choose an existing Report Template to base your template: Contact Report. 

(Optional) Check the box Show report name as a quick action link on 
appropriate NXTPortal tab for all users to allow the Custom Report to display 
on the associated section within the application, Contacts module. 

Report Fields: The selected report options display below. Check all the fields 
you wish to display on the report. Fields are broken out into different sections 
which include; Contact General Information Fields, Contact Device 
Fields and Contact Custom Fields. Use the check boxes to select which fields to 
display on your report.



Custom Reports

Steps to create a Contact Report template (continued):

Field Order: Define the desired order in which columns will display in your 
report. Use the Move First, Move Up, Move Down, and Move Last buttons to 
sort the Column Order for this report. Columns may be moved one at a time.

Select Save to complete the Report Template and then select Back to 
Summary on the Quick Actions menu.

The report displays on the Custom Report List menu.

Note: If Show report name as a quick action link on appropriate NXTPortal
tab for all users is selected, Is Interactive will contain a value of True on the 
Custom Reports screen. If the box is not selected when creating the Custom 
Report the value will display as False.



Custom Reports

Steps to create a Contact Report template:

Choose an existing Report Template to base your template: Group Report. 

(Optional) Check the box Show report name as a quick action link on 
appropriate NXTPortal tab for all users to allow the Custom Report to display 
on the associated section within the application, Groups module.

Report Fields: The selected report options display below. Check all the fields 
you wish to display on the report. Fields are broken out into different sections 
which include; Group Detail Fields, Contact General Information Fields, Contact 
Device Fields, and Contact Custom Fields. Use the check boxes to select which 
fields to display on your report.



Custom Reports

Steps to create a Contact Report template (continued):

Field Order: Define the desired order in which columns will display in your 
report. Use the Move First, Move Up, Move Down, and Move Last buttons to 
sort the Column Order for this report. Columns may be moved one at a time.

Select Save to complete the Report Template and then select Back to 
Summary on the Quick Actions menu.

The report displays on the Custom Report List menu.

Note: If Show report name as a quick action link on appropriate NXTPortal
tab for all users is selected, Is Interactive will contain a value of True on the 
Custom Reports screen. If the box is not selected when creating the Custom 
Report the value will display as False. 



Custom Reports

To modify a Custom Report template:

Select desired Report Name.

Select Change Custom Report on the Quick Actions menu.

Select Save after report has been updated. Report Category is the only option 
that cannot be modified.

To delete a Custom Report template:

Select desired Report Name.

Select Delete Custom Report on the Quick Actions menu.



QUESTIONS

Contact Jeanne Haupt at:

Email: Jeanne.Haupt@la.gov

Phone: 225-354-3526

mailto:Jeanne.Haupt@la.gov

