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Add a New Dashboard Report

We are currently updating our site; thank you for your patience.

REPORTS DASHBOARD

ADD A NEW REPORT

Reports Dashboard is an application that graphically displays critical busi-
ness information onto a dashboard which can be viewed graphically in Real-

time.

In Reports Dashboard you can add customized reports.

Access: Reports Dashboard Icon > Log In

The Reports Dashboard application will open.

ADD NEW REPORT

e Click on New Report.
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.

. The Add New Report screen will be displayed.
. The Add New Report tab will open.

If the Dashboard Panel is displayed, close the panel.
Click on the Ellipsis button in the System Report field.
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Save Refresh

System Report = 4—0
Report Display Name
Report Category
Base Object
Holding Table
Refresh Interval 60 o
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The Select a system report for this dashboard screen will be dis-
played.
Select the relevant system report.
Click on Ok.
®  Note: Reports must first be loaded via Configurator - Sys-

tem Reports for them to appear in this screen.
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* The following fields will be auto populated with data pertinent to

the system report selected in the previous step:

System Report

Report Display Name

Base Object

Holding Table

Refresh Interval (The default refresh interval is 60

and the interval units are in minutes).
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Refresh Interval 60 o
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1. Click on the down arrow in the Report Category field.
2. A Category screen will be displayed.
3. Select the relevant category.
" Note: If you do not see the required Category or if you
wish to add additional Categories, these can be created in
BPO Configurator - Static Data - Reports Dashboard Report
Category, with the CodeType: ‘REPORTS..
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The Report Category field will be populated with the selected

category.
* Click on Save.
@ Add New Report - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 - o
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R
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Holding Table thl_BI_bpoRPT_EVO_AP_RecOutstandi
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User : JudithM  23/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PC LOCAL |

[ERN

w N

. Areport screen pertinent to the selected report will be displayed.

* In this example, the AP: Rec Outstanding To Trans screen
is displayed.

. A Ribbon with different functionality buttons will be displayed.

. A Data Source section with columns pertinent to the selected report

will be displayed.

4. A Dashboard section for adding dashboard items will be displayed.

5. An Export To icon for exporting data will be displayed.
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DATA SOURCE SECTION

1. The report selected in previous steps will be displayed as the data
source.
2. Eachicon displayed in the Data Source section has its own func-
tionality. You can use the icons to:
* Group fields by type
* Sort columns from Ato Z
* Sort columns from ZTO A
* Change the data source for the dashboard items
® Note: If you hover over an icon, the icon
description will be displayed.
3. The columns pertinent to the selected report will be displayed in this
section.

4. Use the tree view node to expand / collapse the columns of the selec-
ted report.

" Note: The tree view node will be expanded by

default, displaying all the columns pertinent to

the selected report. If you do not wish to view
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the columns, click on the tree view node arrow
to collapse the tree view.
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ADD A DASHBOARD ITEM

1. To add an item to the dashboard,
2. Click on the type of control required eg Grid, Chart
3. onthe Ribbon (use the' Insert ' ribbon group buttons).
* Inthis image, a Grid has been selected.
® Note: For more information on different types
of controls, refer to the Control Types and Mean-

ing Of Their Data Items manual.
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1. The selected control type (dashboard item) will be added to the Dash-
board.
e In this image, a Grid has been added to the Dashboard.
2. A Data Items section pertinent to the selected control type (dash-
board item) will also be added to the Dashboard.
* Inthisimage, a Data Iltems section pertinent to the Grid
has also been added to the Dashboard.
3. New tools pertinent to the selected control type (dashboard item) will

be added to the Ribbon.
* In thisimage, Grid Tools have been added to the Ribbon.
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1. Click on the newly added Tools (tab) on the Ribbon.

* In this image, the Design tab has been selected.
2. Ribbon buttons pertinent to the selected tab will be displayed. You

can use these to make changes if required to the selected dashboard

item
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DATA ITEMS SECTION

* The Data Items displayed in this section are pertinent to the
type of control (dashboard item) selected in the previous steps.
* In this image, the Data Items displayed in this section
are pertinent to the Grid control selected previously.
* Note: For more information on data items
for different control types, refer to the

Control Types and Meaning Of Their Data
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ADDING DATA TO A DASHBOARD ITEM

1. To add data to the relevant control type (dashboard item) selected,
2. drag columns from the Data Source section and
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3. drop the required columns on to the relevant data items in the Data
Items section.
* |n this image, Account has been dragged from the Data
Source section and dropped in Columns in the Data
Items section.
4. The data of the column dropped in the Data Items section will be dis-
played in the selected control type (dashboard item).
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* Repeat the previous steps to add more data to the selected con-
trol type (dashboard item).

" Note: If you wish to remove a column

from the Data Items section, do the
opposite i.e. drag the relevant column from
the Data Items section and drop it in the
Data Source section.
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ADDITIONAL DATA ITEMS OPTIONS

You can change how data will be displayed for a particular data item in the

dashboard item.

1. To do this, in the Data Items section, click on an icon on the data item

you wish to change.
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1. A Column Option screen will be displayed.
2. Note: In thisimage, the icon on the Outstanding data item was
selected.
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1. Make the desired changes.
2. Click on Apply.
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3. Click

on OK.

* In this image, Bar has been selected.
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The changes will be applied.
* Inthisimage, a bar graph is now displayed in the
Outstanding (Sum) column.
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* Right click on any of the data items.
* A menu with additional functions pertinent to the selected data
item will be displayed.
e Select the required function.
* In this image, Format has been selected and the

required changes have been made.
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- (@] AP: Rec Qutstandng To Tr - Z BOX0001 Boxer o o o
[&) Account BUY0OL Buy Back Supper Py ) o
[iE] Name [ L= GAMOO1 Game Bl =0 =
3] Difference Eaffacence () > 5 Metro Peach Distributors F 0 o
[i3] outstanding o Pick and Pay (Pty) Ltd - 0 =
= Outstandng (Sum]  Count Distinct Printer World (Pty) Ltd - = e
v Sum Sprint Distrbutors Local - 156K 156K
Transactons (sum] i Sprint Distrioutors Intemnatonal - 121K 121K
M Buy Back Supplier - =0 £
NoxiCokem = Tonys Copy Shop. ] 16K 18
Average
Sparkdne More »
Argument | &  Calculation »
Format...
Add Fermat Rule »
o User : Judith  23/01/2020 Version: 1.2.0.3 TEST ALPHA - LUDITH PCLOCAL J|

* Make the required changes.
* Click on OK.
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@ AP: Rec Outstanding To Trans - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3

Home | View  Desgn

B, cm- REME@O E

= ” ‘g‘ Ep‘n' Y =] mages ~ @ W O comertro

Sa Pivot  Gid  Chart Scakhv Pies Gauges Cards Treemap Choropleth GeoPoint [ TextBox o Bl p Remove Data Items
e = v ot Range Duplea
o Map Maps~  Fiter auncnrs ~ G Z Edit Rules
Data Source DATA ITEMS - | . x e Y e
AP: Rec Outstandng ToTrans... » | Columns
I Iy %2
1021 8% T Acont @ Format type: Number - 52
~ (@] AP: Rec Outstanding To Tr. Unit: Ones v o) = Outstanding (Sum) = Transactions (Sum) =
[5) Account 1 Name. © Predsion: 2% % 5 =
Ene | Ofference (sam) - | o o =
2 oerence e e ° 5 =
[i3) outstanding . 0 =0 0
i3] Transactons Ousandr Gum)._ Ji84 LR i 0 0 .
30 156K 156K
Transactions {Sum) b3 0 =121K =121K
) 0 =0 =0
i LY 1234567890.12 L] 16 16
Sparkiine
== ==
= L

User : JudthM  23/01/2020 Version:: 1.2.0.3 TEST ALPHA - JUDITH PC LOCAL |

* The changes will be applied to the selected data item.

@ AAP: Rec Outstanding To Trans - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 -

IE 0':' ‘?‘ E]; Y [ images ~ @ X © ConvertTo~

[ Change Interval = [14] TextBox & Remove Data Items.

B e - TEEaiE @6 =
Gauges

Save . - Pivot Grid Chart  Scatter  Pies Cards Treemap Choropleth GeoPoint Range Filter . Duplicate Delete
() Gone Chart Map  MapsT  Fiter Eements+ M Grouwp 2 EditRules
DATA ITEMS
DataSource Dashboard o &%
AP; Rec Outstanding To Trans... ~ Columns
Raw Data Iy 52
21/081 83 T © = R
Account Name Difference (Sum) Outstanding (Sum) Transactions (Sum)
~ [@] AP: Rec Outstanding To Tr. s © BOX0001 Boxer 0.00 0 o
@ Account BUY0OL Buy Back Suppler 0.00 0 3
Name GAMOO1 Game 0.00 B -
(53 Difference: Diference (Sum) | 3 METO0L Metro Peach Distrbutors 0.00 B 0
[ curtstandng P00z Pick and Pay (Pty) Ltd 0.00 =0 0
=)
Outst (Sum)
) tandng (Sum) | 3 PRIOO! Printer World (Pty) Ltd 0.00 0 =0
sPROOL Sprint Distrbutors Local 0.00 =156 156K
Transactions (Sum) | 35 SPRO02 Sprint Distributors International 0.00 121K 121K
SUPOOL Buy Badk Suppler 0.00 =0 =0
e Cokmms & TON Tonys Copy Shop 0.00 16K 16K
Sparkine
Argument

| User: JudthM 23/01/2020 Version: 1.2.0.3 TEST ALPHA - JUDITHPCLOCAL /|

ADDITIONAL DASHBOARD ITEM OPTIONS

* If you right click on the dashboard item column headers or
title, a2 menu with additional options will be displayed.
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Add a New Dashboard Report

* You can also access additional options from the Ribbon.
* You can perform any of the actions listed below, if required, using
the additional options;

* Show or hide dashboard item title

* Duplicate a dashboard item

* Delete a dashboard item

* Convert a control type

* Remove data items from a dashboard item

* Rename dashboard item title and or columns

* Edit a dashboard item filter

* Clear a dashboard filter

e Print preview a dashboard item

* Export To.....

* Change dashboard report title

* Set default currency

e Edit dashboard colours

* Change report name

* Change report interval
@ AP: Rec Outstanding To Trans - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 - o x
o

AP:Rec Outstandng To Trans X

vome | Vew _ Desn

#_ Change Name . | Sus == T | Y 0, | 0 (] images v © ConvertTo~ AB @y Currency
 undo v ol KJ E W 9" Y = X s [l
51 Change Interval ] Text Box & Remove Data ttems i EdtColors
Save < | Pwot Gid Chat Scattr Pes Gouges Cards Treemap Choopieth GeoPomt Range  Fiter a Dupicate Delete _ e
() Clone Chart Map  Mapsv Fiter Hements~ M Gow # EdtRues (3 Parameters
Dot Sy OATAITES - M t
AP:RecOutstandng To Trans... | Cokamns
GrdTA -— T
=108 0% = T Aot © = Show Caption Ll
Account Py Dfference (sum) Outstandng (Sum) Transactons (sum)
. u_]ln. Rec Outstandng To Tr. - - Boo0001 3 Duplicate =] o o
[&] Account BUY001 X Delete o B 0
&) tome GAMOOL © ComvetTo » b = -
q Dfference (sum) | 30 ¢
) Oference 'ﬂwz‘ & Remove Data tems : : :;
B3 outstandng PNPOO .
[C #5 Edit Rules
S Outstandng (Sum) | 5 PRIOOL o 0 0
SPRO0L %, EditNames 0 156K 156K
Transactons (Sum) | 30 SPRO02 = 121K 121K
Y il
- SuPoo1 V' EM e ") o o
New Column @ TON -0 16K 16K
Maximize
Searidn Print Preview...
Argument Export To PDF
Export To Image
Export To Excel
Export Dashboard
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cC o=
Add a New Dashboard Report

ADD ADDITIONAL DASHBOARD ITEMS

* You can add multiple dashboard items to the dashboard by fol-
lowing steps outlined in the Add A Dashboard Item topic.

@ AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.03 = o

jome | Vie
— — = g § O [ [ @ X Delete AB G curency
==
H7 80O« t:TAMEQ@OER W YT & [o P Gomerns | Bancan
Save (Change Change Clone | Undo R Pvot Gid Chart Scater Pies Gauges Cards Treemap Choropleth GeoPont Range  Fiter  Images TextBox Growp | Dupicate Tite
Neme Interval - - Chart Map Maps>  Fiter Elements~ - & Remove Data Items [4 Parameters.
DATA ITEMS
D3 s Dashboard &
#P:Rec Outstandng ToTran... | Values
Pivot 1 P
(=108 8% = Account (Count) th i
R0
+ [ AP: Rec Outstanding To T. Value e I Ro I Risk [ Ri2ix [ RiSeK
5] Account Buy Back Suppler
[3E] Name. Arguments Game.
[i3] Difference. ‘ e ‘ Metro Peach Dist...
[3] outstanding = Pick and Pay (Pty.
i3] Transactions ‘ fonst | Printer World (Pt.
‘ Outstanding ‘ Sprint Distributor. 1
Argument Tonys Copy Shop %, %, ", By, B, B
Grand Total 13’%, S, ‘%’47 oﬁ’% 0’%@/%
z %,
HIDDEN DATA ITEMS %y, A, B, Y oy
% 74 <
v % %,
Dimensions % Y
%,
K2
Dimension

User : JudthM  28/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITHPCLOCAL 2

SETTING UP FILTERS ON A REPORT

* You can define how data will be filtered on a report by making use
of the Data options on the Ribbon.
* For more information, refer to the Configuration of Report Filters

manual.
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Add a New Dashboard Report

@ AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHEOARD V1.2.0.3 - o x
T
= @
System  New Report
Reports
|
Y% |l |l il
Ignore Master || Arguments | Series  Ponts
Fiters
DATA ITEMS s =
Data Source o Mo
AP: Rec Outstandng ToTran... = Values (Pane 1)
195 2 P
(=198 8% = Outstanding (Sum) | ol g 1] 7 | charta o
R RIS Buy Back Supplier
« [ AP:Rec Qutstandng To T e r Lo I o I s O Ruzi O Rase
Value e
Account
& ‘Buy Back Suppler RO 160K
(] Hame Arguments Gane 2]
3] Oifference: Metro Peach Dist RO 140K
53] Outstandng E Name Pick and Pay (Pty. RO T
3 Printer World (Pt [ Printer World §
1 orascrs T 8
Sprint Distrbutor z 100K
Series Sprint Distrbutor £
Tonys Copy Shop E
14 Outstanding = R0 B osx
EE S
Sprint Tonys Copy a
HIDDEN DATA ITEMS. Distributors Shop I
Local o
Dmensions R . & G b
Bickand pay (Py)|Ltd &, g S h,,oﬁ:,%:a,,%s%%% g,
Dmension My iy, ey Sty
o, iy Wy,
ay 0l e, "y
Measures
User : LA 29/01/2020 Version: 1.2.0.3 TEST ALPHA - LUDITH PCLOCAL

DASHBOARD DESIGN

* You define how you want dashboard items on a report to look
visually by making use of the Design options on the Ribbon.
* For more information, refer to the Dashboard Design manual.

AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 - 8 X

LR N
% | I | B & 51 3 G
‘Show Caption  Edit Names Sice |Squarified Striped  Layout Labels Tooltips = Labels Tooltips  Gobal Local Edit Colors
andDce Deecton < o ||Cdars | Colors
ciran Layout Tl Labels G dorng
e DATA TTEMS
fomid Dashboard M &%
4P Rec Outstandng ToTran.. +|  yakues
, xa o]
=48 8% = Account (Gount) | [ ] 2| charta il
R0 Ri6C Suy Back Supplier
- (1] AP: Rec Outstanding To . FR e r Y 2 I o I ek [ Ri2i [ RiseK
B8] Account By Back Suopter R0 P
(3b] Name Mp ety Game RO
i) ifference. & = J Metro Peach Dist RO 140K
53 outstandg - Pick and Pay (P1y. Ro T ox
£ Transactons | Faiiirl | ot o ®o s a
oistibutors ]
| Outstandng IS otk s tntermationat (Y 1
Sprint Distributor T 8K
o . H
Grand Total R0 B e
HIDDEN DATA ITEMS a 40K
) Tonys Copy. 2k
shey
Dimension oK I
sl ) fay By, o, P, P P S S P,
vesares Yoy gy g O
Measure Mty ey a"f:uﬂ,:‘:
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Add a New Dashboard Report

SAVE REPORT

* When you are done, click on Save.

AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PCLOCAL - REPORTS DASHBOARD V1.2.0.3 - o x

System  New Report
ports

#P: Rec Outstanding To Trans - 25/01/2020 X -

Home | Viey  Data  Design

B X O & [& & dwm

Edit Colors.

H(7 & O EZ=aEO6

E Y YR Y QKR

Save |Change Change Clone Re Pivot  Grid Chart Scatter Pies Gauges Cards Treemap Choropleth GeoPoint Range Filter Images TextBox Group | Dupicate Delete Convert Remove  Transpose Tite
Name  Interval ¥ Chart Map Maps¥  Fiter Elements ¥ A Tov  Dataltems [ Parameters
sty Insert Tiem Deshboard
ata Source DATA TTEMS i
EEpes e Dashboard
AP:RecOutstandng ToTran... | values (Pane 1)
. . T Pivot 1 1900 Treemap1 1 7| chart1 19 10
|98 8 = Outstanding Gum) | i t
w0 RigC R12K [ .y Back suppiier
4P Rec Outstandng To . < e I <o I Rac [ Rizik [ RisSK
Boxer )
value 4
Buy Back Supplier RO
o, Game ) €
55 Diffrence ) 5
t Name a
5 outstandng P and Pay Pty "0 L
ianmachors: Printer World (Pt. RO ey
=2 e : £
Spint Distrbutor RI2K printer Workd oty SprintDisrutors | IS
— Sprint Distrbutor (] =) B
oy Shop Rk 3
it izt Grand Total RO RI6K. R12IK
Seres
Sprint Distributors | (Tonys Copy Shop
International
HIDDEN DATA TTEMS
Dimensions
Dimension

| User : JudithM 25/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL

* A Process Validation m Il k :
essage Wi Op uUp asKin ou;
.
* Are you sure you want to add this Dashboard?
?
e Click Ok
ICK ONn .
@ AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 = o X
AP: Rec Outstanding To Trans - 25/01/2020 % v
| Home | View | Data  Desion
= — - e O [ Y . @ AB G Currency
BZ2B0 « tTMEQOER Y T Y @G I EE=
Save Change Change Clone Undo  Redo Pivot Grid Chart Scatter Pies Gauges Cards Treemap Choropleth GeoPoint Range Filter Images TextBox Group Duplicate Delete Convert Remove  Transpose Title
Interval - - [ Maps¥  Fiter Eementsw v Tov  Dataltems [4 Parameters
i R e Process Validation X
T Pivot 1 st Chart1 L ]
|29 4% = Outstanding (Sum) ‘ o h i h 52
AP: Rec Outstanding To T. BOiEY: R0 B Ro I Riek [ Rizic [ R1S6K
Value u
Account I Buy Back Suppler RO 160k
5] Name — Game R0 (Dcanenl T T k|
5 Difference R0 3 2K |
3 outnirs N | s o
[ Transactions = 7 Printer World {Pt. RO % ]
Sprint Distrbutor LRSS etro peach printer World (7ty) sprint istrbutors | SRR
Sotas Sprint Distributor. Distributors’ Ltd Local b ]
) P RI6K 5 5
ik Gand Total w0 RisK Ri2K 2 1
Series. Lo ’
G 4% S % Y D B b
Bickanalpayl(pey) ] Sprint Distributors! | Tonys Copy Shop T e e oy o T i, e, %‘%
i Tntermstians] g s 0, Y, s, Yo, By,
HIDDEN DATA TTEMS. %;% %, b ’U@% %, %,
h, b, Y, %, %, %
Dimensions %, o b % %,
Dimension “,
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Add a New Dashboard Report

* A Process Validation message will pop up telling you;

e click on Ok.

Save successful.

@ AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 — o x
Systen  New Report
Reports
| 4p: Rec Outstanding To Trans - 25/01/2020 3¢ -
[ ome | i, (3B Do
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L risty et tem Dsshbord
ata Source DATA ITEMS alp -~ oL
temms L el Dashboard o &%
APiRecOutstandng To Tran.. | Vakes (Pane 1)
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- . Pivot 1 i J}
=881 4% = Outstandng Gum) | I8
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s < Outstandng ToT. I R0 [ Riek [ Rz R1seC
s 0 Soxer R0 o Save Successul,
ccount Buy Back Suppier R0 ss0c
3 Diference VelroPeach Dt R0 2
i3] utstanding t Neme ] Pk and Py (Pry "o |
rzadions Printer word (Pt w0 2
] e Argument s 5 k-
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i 8
— Sprint Distrbutor. L L B ]
TonysCopy o i< i
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HIDDEN DATA [TEMS %, S Y T by B, Y8,
. B B B, o, e %
%, M, Y, By
Shioise U Yy e,
S oy
Dimension %,

| User

:Judith 29/01/2020 Version 1.2.0.3 TEST ALPHA - JUDITHPC LOCAL

1. Close the report tab to exit the screen.

2. A Process Validation message will pop up asking you;

changes?
3. Click on Yes.

Dashboard has been modified, would you like to save

@ AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 = u] X
System  New Report
Reports
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e Add a New Dashboard Report

* A Process Validation message will pop up telling you;
* Save successful.
e Click on Ok.

@ AP: Rec Outstanding To Trans - 25/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 — o x

5 ©
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| User : Judith_29/01/2020 Version : 1.2,0.3 _TEST ALPHA - JUDITHPC LOCAL

e The screen will be closed.

* |f you wish, you can now go and view the report.

@ TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 = o X

= @

System  New Report
Reports

| User:JudthM 23/01/2020 Version: 1.2.0.3 TEST ALPHA - JUDITHPC LOCAL 4|
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