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Logging into the ECM system to view Tally Reports …using WEBi. 
 
The Content Manager imaging system at Ball State University is a powerful tool that allows the university 
to distribute and maintain important reports, records and other information efficiently and securely.  As 
part of that security, each user who needs access must utilize their own ID, which is then in-turn given the 
necessary accesses. 
 
Your user name and password is the same one you use to access your BSU e-mail. If you have problems 
logging on, please contact Chuck Tuite 5-1386 or Wayne Grile 5-3055. 
 
The following steps will enable you to successfully log into and begin using the system. 
 
Step #1:  Open up a web browser and go to http://www.bsu.edu/imaging.  This will bring up the 
Imaging System web site. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on this link to log 
into WEBi 
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Step #2: Enter your user ID and password and MAKE SURE that ODPROD – Reports is selected as the 

Server drop-down.  Then click 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #3: When you have successfully logged on, you will see a screen similar to the following.  At the left, 

click on the ‘+’ to expand the All folder. It will then show you everything you have access to see.   
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Step #4:  Single-left-click on the Item Type (application) you wish to search.  A listing of index values will 

be shown on the right-hand side of the screen. For the examples in these instructions we will use the 

College Tallies, but the same instructions would apply to the Department Tallies.  The screen will look 

something like this: 

 

 
 
 
If all you want to see is the most recent Tallies, all you need to do is click on the Search button.  

Everything else will be done for you.  When you click on it, you will see something similar to this: 

 
 

 
 
 
If you want to see historical Tallies, first figure out the date of the earliest one you want to see (remember 

that these used to run weekly, so some earlier versions will only have the information as of a Friday of 

any given week), as well as the latest one you wish to see.  When you have determined those dates, then 

you will need to follow the steps on the next page. 

 
 

 
 

 
 



4 
8/24/2010 

 

 
Step #5:  Enter the two dates from the previous step.  You can either type them in in MM/DD/YY format 

(EXAMPLE A) or use the date pickers to set them (EXAMPLE B). When you’re done the screen will look 

like EXAMPLE C.  

EXAMPLE A 

 
 
 
EXAMPLE B 

 
 
 
EXAMPLE C 
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Step #6:  Click on the Search button.  Everything else will be done for you.  When you click on it, you will 

see something similar to this: 

 

 
 
Check the box in front of the report you want to see and the click the View” icon            to display the 

report page. 

 

You can also view multiple entries at the same time by single clicking the check box next to those desired 

entries, like the example below.  Then click the “View” icon.  
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If you selected multiple entries, in this example two, they will be displayed in a tabbed view. To alternate 

between the two entries simply click the appropriate tab. To close a single entry, click the small red x 

associated with that page.  To close all the entries click the large red X in the upper right-hand corner of 

the window. 

 

 
 
 
General Usage items: 
 
Arranging your windows: 
 
1. You may notice once you click 

the search button all your 

search fields disappear and you 

are presented with a list of the 

search results.  To display your 

search fields again simply click 

and slide the three dark circles 

at the top of the search results 

window down. 

 

2. The search fields will be 

viewable once again. 
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3. To keep your search fields always viewable, click the check box just beneath the search button: 

 
 
 
 
 
 
 
  
 
 
 
Downloading to your PC: 
 
1. If you wish to download a report(s), select the desired item by clicking the check box next to it and 

click the Download button on the toolbar. 

 

 

 
 
 
 
 
2. This will invoke the download interface box. Specify how you want the file, either opened up in Excel 

or saved to a file on your computer.  FireFox and IE will look slightly different. 

 

 

 

 

 

 

 

A) If you selected Excel – the page you selected will be presented to you in Excel. You can then save it 

as desired. 

B) If you selected, save file, you will see a download window appear briefly as the download takes place. 

Once the window disappears the operations is complete. 
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Copy Pages: 
 
1. When you want to only copy select pages from a 

large report, use the copy pages option.  Open the 

report you wish to save and click the Copy Pages 

icon.   

 
 
 
 
 
 
 
 
 
 

 
2. This will bring up the ‘Copy Document Pages to File’ dialog box. Here you have the option to select 

All, Current page, or Select pages.  

 

 
 
 
 
3. Click the ‘BROWSE’ button to select the destination of the report you are about to download and give 

it a name you can remember and click ‘OK’. The copy pages dialog box will disappear once the 

download has completed. 

 
 
 
 
 
 
 
 
For additional instructions and hints on conducting searches, please look through the documentation 

located at www.bsu.edu/imaging 

 


