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TC CommSplit — How to create a standard report

How to create a standard report

A standard report can be created which can then be generated on a specific screen (in place report)

at any time.

On the Navigation bar select Reports > Report V2.

Create a New report. The Report Wizard will take you through a process similar to the Analysis tool:

Display Name: Client data
‘.emu,“:, DataType:  Person

Report Type: Standard

To create a new report, please enter a name in the field below
and select the primary data type of the report from the list.

iCanceIi

Select the fields you want to display in the report:

Choose columns to display in your report
Your report can display any of the columns available in the dataset. —
]
Which columns do you want to display in your report?
Available fields: Fields to display in a report:
[£] Additional Contact Number A |T\
(E] Additional Email
Bl Age »
(5] App Settings =
=] call Name
(2] cell Number <
(Z] change Indicator
(Z] Client Number «
(& company
(Z] Consultant
=1 rantart Tuna v
Cancel < Back Finish

2|Page



Teessen Consulting

TC CommSplit — How to create a standard report

You can now add a level to your report:

Do you want to add any grouping levels? =

1
You can have several groups, each with a single field value, or specify several C |__J
fields in the same group. 1LY
(] visplayname v a
(Z] 1DNumber [goup
(& Employer bl [Displayname. IDNumber,
[ Email Employer. Email. Cell
(£ cell Number J Number

| Cancel | | <Back o} Next> | | Fiish

Select the layout of your report:

How would you like to lay out your report? -
The report’s layout specifies the way in which the selected data fields are _::'
arranged on report's pages. =

Layout Orientation
XXX *) Stepped *) Portrait
XXXX ) Landscape
XXXX ) Outline 1 -
XXX XXX XXXX

) Outline 2

£ Align Left 1

) Align Left 2

(V] Adjust the field width so all fields fit on page

Cancel | | <Back | Next> | | Finish
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Select the style you prefer for your report:

What style would you like?
The report’s style specifies the appearance of your report.

A

Bold
Casual
Compact
Corporate
Formal

| Cancel < Back Next > | Finish ‘

Create a heading for your report:

What title do you want for your
report?

Client data

That's all the information the wizard needs to create your
report.

The report is now generated with the criteria selected in the wizard.
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1
1
o

Chent data® - Report Designer
Report Designer Print Preview HTML View Toolbox

S HB <K D) N meemnn @A EEES

Open... Save SaveAl 975 -|/B I U= =m| 0] o o

& reportHeaderBand1 fone band per report]

Client data H
@55 Company

v 3 groupHeaderBand1 &5 Consultant
@75 Contact Type

+-{35] Context Type
@55 Contract Roles
@55 Contracts
Employer Cell Number &5 Comospondance Address
-{35] Created By
G/[Explove] B/[Cell Numba] ~-[] Date Created

FooterBand1 [one band per page]

06 May 2015

You are now able to add more detail to your report i.e. Logo, colour coding etc.

Report Designer Print Preview

To view your final report click on Print Preview

Client data
Group é‘:‘p
Displayname IDNumber Employer Email Cell Number
deJager Amo (A)
Group Employ
;oncfu
Displayname IDNumber Employer Email Cell Number
CLARKR@®R) 5601145075081 Profert (Pty) Ld
DELLISS(§) 6406195116085 Profert (Pty) Lud
PETTIT SHEENA 84) 7406030188082 Traval with Flar
GALLONR® 7005255017081 Profert (Pty) Led
POSWALUMKA®Q) 7709290933083 Travel with Flar
DEWET JH('H) 6109265050081 Profert (Pty) Led
MAKGATLE DUDUZILE (D) 8004030340081 Travel with Flar
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To make this report available as an In Place report, i.e. report will be available on screen as selected
on data type, choose the edit icon on the toolbar:

@@ I_j%x g e O @ Wwe O Y S

New Oone Delete Show Workfiow  Refresh Show Report Execute Previous NextRecord Save New
Instances Designer Report = Record Filter
fiews History Navigation| Records Creation Edit Workflow View Records Navigation Fiters | Full Text Search

Mark the report as Is Inplace Report and link the relevant Group to which this report applies:

) wEICO9 - Client data - Report Ext 2 e - O
- | :
Save Save and SavemdNew Delete Validate Cancel ' Show Workflow Refresh Previous NextRecord
Close Instances Record
Records Creation Save Edit Workflow View Records Navigation Close
Display Name: Client data
Data Type: Person
Parameters Object Type: (none)
V| Is Inplace Report h
f_ User Groups
6B %180-04. 74 @ -0 I
/ Name N
bd Employee Benefits

Restart the system for the changes to take effect.

You will now be able to generate this report directly from the Person screen on Contact
Management.

Highlight all the records you want to display in the report and select the report from the

Show in Report icon on the toolbar
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p [ e T Pesson - TC.CommSpit
Home | Vew  Tods
Q0 U&B Xuwz 5
Back Delet

New Create te  SMS  Emal atWORK Refresh [Shown Save New Ful
= = Lead Report ~ Fiter Seard
Miews History Navigation || Records Creaton Edt Record Edt Open Related Record || Workflow view 3 Clientdats  Mosion Fiters

e T T
h Drag a column header here to group by that column

Contact | A CientN...

=]

Dashboard

a7

Contact

AR I DHUBL®&a WPl @ @ () @
Quick See  Fnd -

ZoomOut Zoom Zoomlin PageColor Watermark Export EMal

| Document Print Page Setup 0 Navigaton Zoom Page Background Export

Client data
Group Esser

Displayname TDNumber Employer Email Cell Number
BALANDA PUMLA (PP TS09290927089 Teavel with Flar pumla dlaliBvabooce 081999808
-

ADAMS 8J (SN 3 K8 Profert (Pry) Ll
BADENHORST JE () 09002688 Profert (Pry) Led
BARNARD G (G) 5410225080080 Profert (Pry) Led

BALAVUYORAZ (V) $111300709083 Teavel with Pl TWFTOS@TWFOOZ
A

BARNARD JAQUELINE ) $703150098086 Tewvel with Flar Jackiel 502 @pmaloe 0528114157
=

ALLAHLDNDA @) 3 ¢ Teavel with Flar 2778476578
BESTERW (W) ? 3 Profert (Pry) Led

ACKERMAN ANNELISE (A o G Teavel with Flar 2779510884
BEZUIDENHOUT HF ()

BECKERLINGA (A

BARNESR(R) 5401235102089 Profent (Pry) Led

BALOYINKHENSAN 02 $210300453088 Teavel with Flae

You are now able to print, export or email this report in various formats as per the dropdown

menus:
7 Pl DM &N > e Qe W e
Sale Margns Orentaton Sz Fnd X ZoomOut Zoom Zoomin Page Coor Watemsk Ewmot Ml Cose
e S g Q S 5 o fas
R ~ — S
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