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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: 

 

Select the fields you want to display in the report: 
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You can now add a level to your report: 

 

Select the layout of your report: 
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Select the style you prefer for your report: 

 
 

Create a heading for your report: 

 

The report is now generated with the criteria selected in the wizard. 
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You are now able to add more detail to your report i.e. Logo, colour coding etc. 

To view your final report click on Print Preview         
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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: 

 

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

 

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

menus: 

 

 

 

 

 


