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Updating Metrics Reports Manually

1. To view the metrics report for a message, navigate to
POLITEMAIL > Results > Messages. |II Message Results > Report

2. Double-click on a message to load it into the metrics report. You Report generated November 11
should see two hyperlinks at the top of the report for updating
and archiving.

3. Click Update to generate an updated metrics report.

o Version 4.9x: You will see an "Updating Report" message next to the 'Update' link while the report is
updating, and the window may not react while the update is being done.

o Version 5.0: You will see the “Report generated” time change to the current time once the report is done
updating. Updates are usually done quickly, but can take up to an hour to update depending on message size
and server load.

The reporting feature allows for the message “refresh” to be put into queue for the report to be updated. However, if
there are other items in queue to be updated (other messages, segments to be created, etc.) this may delay the report
from being updated at that exact moment.

Automatic Updating

PoliteMail reports will be updated depending on the determined by your PoliteMail Administrator.
Once a measured message is sent, the report will update very frequently for the first hour. After that, the report will
update hourly, daily, weekly, and monthly, based on the time frame your Administrator has set. The default settings in
the Archive section are set for best performance, but you may adjust them based on your organizations’ preferences.



https://help.politemail.com/help/archiving-messages

Report Cache

Enable PoliteMail to use a background service to cache reports. Set the caching window below. Caching will run

SQL queries and compile interaction data into reports. If run during a nightly window, reports will be up-to-date

the following morning. Most reports will seem instantaneous, as only recent sends w

ill then need be run on report

request. Un-cached reports will be run on-demand. Times below are evaluated as Coordinated Universal Time

(UTC).
Start Time End Time
‘ 10:30 PM - ‘ ‘ 10:30 PM

All Day Weekends

Report update intervals

Hourly for: Weekly for:

‘ 11 days : ‘ ‘ 42 days : ‘
Daily for: Monthly for:

‘ 24 days : ‘ ‘ 8¢ days :

‘ Reset ‘

Once the message has aged passed the archive threshold (30 days, for example) it will be updated one last time and
then moved into an archived state.

In the archived state, drilldowns and data charts in the metrics report will be unavailable. These messages also cannot
collect any further data. To re-view the information, select Restore at the top of the Results page for the message in
question.

Messages > Report
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If you need immediate results, follow the manual updating directions above.



