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Edit a Dashboard Report

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

REPORTS DASHBOARD

EDIT A REPORT

The Reports Dashboard application graphically displays critical business

information onto a dashboard which can be viewed in real-time.

In this Reports Dashboard, you can also edit an existing report.

Access: Reports Dashboard Icon > Log In

The Reports Dashboard application will open.

* Click on System Reports.
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1. The Dashboard Panel will be displayed.
2. Click on the chevron view node on the
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3. Report Category with the underlying report you wish to view.

* In this image, Meters has been selected.
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1. All the underlying 'active' reports in the selected category will be dis-

played.

2. Click on Edit on the report you wish to edit.
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* The selected report will be displayed.

e Data pertinent to the selected report will be displayed.
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DASHBOARD RIBBON OPTIONS

® Note: The options explained in this manual are not

exhaustive. Refer to the Related Topics section at the

foot of the page for more options.

CHANGE DASHBOARD TITLE

e Click on Title.
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* The Dashboard Title screen will be displayed.

Select an option you wish to be visible on the dashboard
title.

Edit the Title text if required and select how the title will be
aligned on the dashboard.

Load an image if you would like an image to be displayed as
part of the dashboard title.

Click on OK.
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SET DEFAULT CURRENCY

* Click on Currency.
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1. The Dashboard Currency Settings screen will be displayed.
* Currency: Click on the drop-down arrow and select the
.
applicable currency.
.
e Culture: Click on the drop-down menu and select the
applicable culture.
3. Click on OK.
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* The Dashboard Currency Settings screen will be closed.
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EDIT DASHBOARD COLOURS

e Click on Edit Colours.
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The Global Colour Scheme screen will be displayed.
Select an existing data item or

select a new data item.

> wwDd R

For an existing data item, select an existing value or create a new value.

For a new data item, create a new value.

o

Click on the current colour scheme of the selected value and

6. select a new colour from the range of colours displayed in the Colour
Palette.

7. Click on OK.
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* The colour of the selected value will change.
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CHANGE REPORT NAME

* Click on Change Name.
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2. Delete and type in the new report name.
Click on Save.

The Change Display Name screen will be displayed.
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* The new report name will now be displayed.
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CHANGE REPORT INTERVAL

* Click on Change Interval.
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1. The Change the Report Run Interval ill be displayed
2. Edit the interval.
3. Click on OK.
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* The Change the Report Run Interval screen will be closed.
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CLONE REPORT

¢ Click on Clone.
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1. The Clone Report screen: [] will be displayed.
2. New Report Display Name: The original report name will be displayed

by default. Delete and type in a new report name.
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e Edit a Dashboard Report

3. Report Category: Click on the down arrow and select the required cat-
egory.
4. Click on Accept.
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* A Process Validation screen will pop up telling you;
e Success.

* Click on OK.
'@ Meter Trend Defauit Report - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 — o x
8.9
= | Q-
[ nge |
[ ome. (Lo AR
HB2B 05 «»EZ=1EHQ00 W AR Y @ WO X0 & &% B
Datasorce DATATTES Meter Trend T M &%
e

2081 9% = | Mesesapion .. | A

~ 3] Bled Controct eter Rea
Vabe ~
Avgument
Date (onthvear) | 2
e CustomerNameS... S} Meter Clicks Per Branch 17 51 Meter Click Trend 11 51 Meter dlicks by model and meter type 52
fer text tosearch... f 'SP2020ALT
== AT =]
¥ Consoldated E ]
W/ Hope Works @ 0K |
HIDDEN DATA TTEMS =
@ ok ]
omensans g ]
5 o
= ‘ |
o] |
e T 5
Measure SiteName CategoryDesc. CustomeriName. Contractho ModelNo SerialNo Date (Month-Year) MeterDescripton Usage (Sum)
Duban Hardnare Consoldated conooo199 sm2AT 1256150 2018 - Vono meter 0~
Ouben Hordnere Consoldated coo0oo199 s2AT 19256154 2018 3ne Veno meter 0
- — ot ooy —oaw e |
Ouben Hardnare Consoldated coo0oo199 sw2AT 19256154 2018 August Vono meter E
Duban Hardnare Cansoldated cooooo199 s2nT 19256154 2018 Septenber Vono meter o
Duban Hardnare Cansoidated 00000199 smanT 1a2s6154 2019 December Vono meter 0

| User: JudthiM26/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL

Help v2024.5.0.7/1.0 - Pg 13 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC o=
Edit a Dashboard Report

* The new report will be displayed.

* You can make any of the following changes if required:

Add a new dashboard item

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

Print preview a dashboard item

Export To.....

Change dashboard report title

Set default currency

Edit dashboard colours

Change report name

Change report interval

Set up report filters

Change report design
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e Edit a Dashboard Report
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* A Process Validation message will pop up asking you;
* Are you sure you want to save this Dashboard?
e Click on OK.
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* A Process Validation message will pop up telling you;
* Save Successful.
e Click on OK.
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* The Process Validation screen will close.
¢ Click on Close.
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* A Process Validation message asking you;
* Dashboard has been modified, would you like to
save changes?
* Click on Yes.

Meter Trend TeST ALPHA - Vizo3 — o0 x
Sysem NewReport
|
W ARY [x¢ = e
B ih &5 @ @ WO S| . X0 & 5 .5% %
Save Change Change Clone Undo  Redo Pivot  Grid  Chart Scatter Pies Gauges Cards Treemap Choropleth GeoPont Range Filter Images TextBox Group | Duplicate Delete Convert Remove EditRues | Tie Curency EditColors Parameters
None.  inervel o Gort " S e e Y T oatatiens ‘
S oo Das
e oaTa s A o
Sied Contact eter Resdin.. =] cokams
B 5o Dashboard has been modifed, would you like to save Meter dlicks by model and meter 12
208 8 = [t sweme |u @izl @ e L7 e e
LA Tl ... SPa020ALT
~ (] Biled Contract Meter Rea. —_— @) I ourban
[ CategoryDesc |G /] Consoidated e % |
5] Contracttemtocation —_— 1 Hope Works
[ 1 customertome | 12 =
] contactio =
09K -
(] cmopetine [T e B0 2
5] EaupmentDesc 8 o
Deaonewvmcie | [ -_— g
poiche__} 03 |
} .
[t ewo | el
e Jovary March Aol dwe iy August | December
1 Date (Month-vear) | 1 s th il
= [t ecapin. 0 Stetame Categoryoesc Customertiame Contractio ModelNo serioNo Date (Honth-tea) MeterDescrpton Usage (sum)
s o oubn Hardware Consoldted conmoonss wmmaT s s varcn Hono metr 130 -
— outan Hordmore Consodted coomooiss wmmaT  seis wishort Mora meter o
[ weem [ o arcware Cosoited cooonois SmoaT  wosiss 18 3w Mora meter =
outn ordware Consoidaed comooiss wumaT  soseis 018 3y More meter o
New Column o) Ouban Hardware. Consolidated C00000199 P22AT 14256154 2018 August Mono meter 03
ouben ardware Consoldsted coomoonss wumaT  rosis 2013 Septenber Hora meter o
Spatine outn ardware Consoidted coooooiss wmmaT  sseis 2019 Decerber Horo meter o
= ouban arcware Consoicted cooonoiss SmoaT  wosis 2020y Wono metr
Momer outan ordware iope s cosoonzs? SnOAT  2wusmA 209 ecenber Moro meter )
- owbn Hardware Hope ks consoozs? SmwAT  ow-zseua 3 awary Wono meter 7
| User: JudithM  26/01/2020 Version : 1.2.0.3

* A Process Validation message will pop up telling you;
* Save Successful.
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e Click on Ok.
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* The report screen will be closed.

* You can now view the report if you wish.

TESTALPHA - - REPORTS

V1203

System  New Report
Reports |

| User: Judthi26/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL

A|

Related Topics
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cC o=
Edit a Dashboard Report

¢ Add a new dashboard item

¢ 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

¢ Print preview a dashboard item

s Export To.....

Configuration of report filters

Change report design

MNU.162.008
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