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REPORTING

ALL REPORTS - INTRODUCTION TO ALL
REPORTS

An updated Reporting screen has been added within the BPO_V2 application
interface, this allows you view reports as you would in BPO View Reports or
BPO_Explorer.

Users can search for reports by Report Name or Report Description, view
Recently Used and Most Used.

Users can select which columns to view, in which order they want to view

them, and save these settings.

When viewing the reports in the report tree, the description is also displayed.

When hovering on the reports in Recently used and Most Used, the user can

see the description of the report via a tool tip text box.

Security rights must to be configured per group that requires access.

Ribbon Access: Reporting > All Reports
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The Reports listing screen will be displayed.

REPORTS ACTION BUTTONS

The Reports Processing action button toolbar gives you the fol-

lowing options:

* Run Report: Run areport.
* Most Used: View the reports that you run the most frequently.
* Recent Used: View the reports that you most recently ran.
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* This screen supports the Save Layout functionality. If you click on
this button after you have made changes to the configuration of

the data grid in this screen, your changes will be saved.
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BROWSE FOR A REPORT

1. You can browse the tree view as you usually would in BPO View
Reports or as in BPO_Explorer , by clicking on the tree view node in
front of the selected Report Type.

2. Inthis image, Service Centre has been selected.
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1. The first layer of the selected report sub types will be displayed.
2. Click on the tree view node in front of the selected report sub type.

* In this image, Calls has been selected.
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1. The second layer of sub-reports will be displayed.
You can Run a report from here:

2. Click on the selected report.

* In this example, Call List has been selected.
Either,
3. Double click on the report.
or,

Click on the report, then click on Run Report.
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1. As you select a report, the right hand side of the screen will be pop-

ulated with all the columns that are available to be displayed in that

report.

2. You can also configure the report columns by selecting the relevant

check box(es) in front of the columns you wish to be displayed in the

report.

3. You can use the directional arrows to move the columns up and down

depending on where they should be viewed on the report.
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» 7Y sales ¥ | fdcaimype varchar 10 o o
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A | v | fcerrorcode varchar 10 0 0
= ([} service centre 2
™ | fdErrorCodebese varchar 50 0 0
- aaa Gl V| fdseriaio varchar £ 0 0
Calls: all Calls Call analysis report V| Adpriority int 4 0 0
» Calls: Call List Call List W | faction varchar 1000 0 0
y fidDateR: o char 11 0 0
Calls: Closed in Period Calls closed in period showing SLA perf “ﬂ e el
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3 kaT; Performance & | fdaddresstine1 varchar 50 0 0
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SEARCH FOR A REPORT

If you are not sure which report you are looking for, you can now search by

Report Name or Report Description.

SEARCH BY REPORT NAME

* Click on the Name field and type in what you are looking for.
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1. In this example I've done a search for all reports that have 'Tech'in the
Report Name.

2. The system has pulled up all the reports that contain the word 'Tech’.
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SEARCH BY REPORT DESCRIPTION

* Click on the Description field and type in a description of what

you are looking for.

Help v2.5.1.4 - Pg 10 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




cCOO=
All Reports - Introduction to All Reports

= Reparts - BPO: Version 2.1.0.68 - Example Company - ] 4
| Home | EquipmentandLocatons  Contract FinanceandHR  Inventory Maintenance andProjects  Manufactring  Procurement Sales  Service Reporting  Utlites — & X

g b B §{

RunReport MostUsed Recent Save Layout
¥ Used

Processing .| Format

Name Description

, | o0
m]

» ﬁ} Accounts

4 m Assets

» fﬁj Configuration

iﬁ} Custom Reports

ﬁ Contracts

» {5 Employess

et
{E} Exception

m History

78
7R} 1mventory

m KPI Reports

fﬁj Listing

{B% Manufacturing

F
fal Maintenance

[:Eﬁ Projects

P
17 Procurement
fﬁj Sales

(R com

r {a T Service Centre

v
M Edit Filter
Open Windows ~

| 04Dec 2018 i

1. In this example I've done a search for all reports that have 'log'in the

Report Description.

2. The system has pulled up all the reports that contain ‘log".
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In this example, | have done a search for all reports that have ‘Tech'in

the Report Name, and ‘Log'in the Report Description.
The system has pulled up all the reports that contain both 'Tech’and

'log".
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RUN A REPORT

Once you have browsed for or searched for your report,
Either,
1. Double click on the report.
or,

2. Click on the report, then click on Run Report.
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¥ EventTime varchar 30
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1. The title of the screen that opens will be dependant on the report that

has been selected in the previous step. In this example, the Tech Event

Log report was selected and this title is displayed in this screen.

SELECT REPORT PARAMETERS

2. This report may require parameters, such as Start and End Date.

3. If so, ensure that these parameters are filled in. Click on the drop-down

arrow in the Start (or End ) date field.
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" Open Windows ~

* The calendar function will be displayed. Select the dates you wish

to set for the parameters.
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e Once you have selected the parameters (if required),

* Click on Run Report.
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Report:
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The Report Results frame will now populate with the report information.

Once the report has run, you can do any of the following:

FILTER THE REPORT

* Filter / Group the report to view the results on screen. You can
refer to the same processes used in BPO Explorer:

* Removing/Selecting Columns

* Grouping & Filtering Data

e Export Report
e Select & Copy Data
* Pivot Charts
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Run Report S Save Layout Excel PDF

~Report :

4

ParameterMame ParameterType ParameterDesc  Input Value

@StartDate varchar Start Date 010ct 2016
» @EndDate varchar End Date 310ct 2016
| Data | nalysis |
| Report Results :
WOCaode EventType  EventTypeDesc | fidEmployeeID  Technician CrafiName  EventDate  EventTme  Odometer | GPSlongitude  GPSLatitude | Comments
v
» WO0000963 ST Start Travel 1 Bianca Du Toit 07 Mov 2016 09:33:40 422 -122.13 47.64
WO00009s3 05 On Site 1 Bianca Du Toit 07 Nov 2016 09:34:05 442 1713 47.64
WO0000963 SW Start Work 1 Bianca Du Toit 07 Nov 2016  09:34:08 442 -122.13 47.64
WO00009s3 EW End Work 1 Bianca Du Toit 15Aug 2017  16:07:20 760 -122,13 47.64 did some work so that I can tes
WO0000985 ST Start Travel 1 Bianca Du Toit 265ep 2017 12:11:15 444 =122.13 47.64
WO00000965 0OS On Site 1 Bianca Du Toit 26 Sep 2017 12:11:25 544 -122.13 47.64
WO00009s5 SW Start Work 1 Bianca Du Toit 265ep 2017 12:11:2% 544 Gt e s 47.64
WO0000965 EW End Work 1 Bianca Du Toit 26 5ep 2017 12:11:50 544 -122.13 47.64 test
WO0o00see ST Start Travel 1 Bianca Du Toit 07Mov 2016 09:03:24 402 -122,13 47.64
WOQ000986 0S5 On Site 1 Bianca Du Toit 07 Nov 2016 09:03:28 422 i 47.64
WO00000966 SW Start Work 1 Bianca Du Toit 07Nov 2016 09:03:30 422 -122.13 47.64
WO0000966 EW End Work 1 Bianca Du Toit 07 Nov 2016 09:27:33 422 -122.13 47.64 Work done as required
12
‘ >
[ open widowe - Goecam |

SYNC THE REPORT

* |f you have applied any filters to your report, you can select to
Sync the filter between the Data and Analysis grids (to view the

same reports in your pivot chart).
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(< T _.
Show Groups [
Run Report | Save Layout Excel PDF
Format i ‘ Export

Report: _Ii Synchronise the filter between the Data and Analysis grids ﬁ
Parameterilame | ParameterType  ParameterDesc | Input Value
@StartDate varchar Start Date 010ct 2016

¥ | @EndDate warchar End Date 310ct 2016

| Dats | Analysis

- Report Results :
WOCode EventType  EventTypeDesc  fidEmployeeID  Technidan CraftName  EventDate  EventTime  Odometsr  GPSLongitude | GPSLatitude @ Comments

¥

» WOD000963 ST Start Travel 1 Bianca Du Toit 07Nov 2016 09:33:40 42 -122.13 47.64
WO0000%63 05 On Site 1 Bianca Du Toit 07 Nov 2016 09:34:05 2 -122,13 47.64
WO0000963 SW Start Work 1 Bianca Du Toit 07 MNov 2016 09:34:08 442 ~132.13 47.64
WO0000963 EW End Work 1 Bianca Du Toit 15 Aug 2017  16:07:20 760 -122.13 47.64  did some work so that I can tes
WO0000%es5 ST Start Travel 1 Bianca Du Toit 265ep 2017 1Z:1L:15 4 -122,13 47.64
WO0000965 05 On Site 1 Bianca Du Toit 265ep 2017 12:11:25 544 -122.13 47.64
WOO0000965 SW Start Work 1 Bianca Du Toit 26 5ep 2017 12:11:26 544 -122.13 47.64
WO0000965 EW End Work 1 Bianca Du Toit 26 Sep 2017 12:11:50 544 -122.13 47.64 test
WO0000%66 ST Start Travel 1 Bianca Du Toit 07 Nov 2016 09:03:24 402 =133 13 47.64
W0O0000%66 05 On Site 1 Bianca Du Toit 07 Nov 2016 09:03:28 422 ~122:13 47.64
WO0000966 SW Start Work 1 Bianca Du Toit 07MNov 2016 09:03:30 422 -122.13 47.64
WO0oo0s6s EW End Work. 1 Bianca Du Toit 07 Nov 2016 09:27:33 422 -122.13 47.64 Work done as required

|| Open Windows

| | 04Dec2018 A

PRE-DEFINE AND RE-ORDER THE REPORT COLUMNS

In the Reports listing screen,

1. Browse for or Search for a Report.

* In this example, the Call Analysis Report has been selected.

2. Make sure only the columns that you wish to view in this report are
checked.

3. If you wish to change the order of the columns, then click anywhere in

the row of the column you wish to move, and use the directional

arrows to move the column up or down.

4. Click on Run Report.
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Home | Equipmentand Locations Contract FinanceandHR  Inventory — Maintenance and Projects  Marufacturing  Procurement  Sales  Service  Reporting  Utliies —
id d d ifa ls i F X
ERILEN -
Run Report | MostUsed  Recent Save Layout
Used
ne Description a | 2
= - @ @
= FieldName FieldDataType  FieldDefinedSize  FieldScale
/'tﬁ RIS W | customerCodel varchar 2 b
’I’Ej Procurement ¥ | customeriame varchar 50 0
P cajes @ [] | fidContactiame varchar =1 =1
L =
LA o [[] | fidcontactTeln varchar -1 -1
;—t" ?1 CalReference varchar 20 ]
[ Service Centre W | calstatus varchar 255 0
- o cals [ | siteDesc varchar -1 -1
» Calls: All Calls Call analysis report ! | calbesc varchar 255 0
Calls: Cal Lt callLit & | celtyee A = 5
alls: Call Lis all Lis
[m] fidErrorCodeDesc varchar 255 0
Calls: Closed in Period Calls dosed in period showing SLA performance information. = I o T 0 [I
Calls: Linked to Tasks List of all Service calls that were linked to Tasks for any pannedr | | [} a AssetRegho varchar 50 0
Calls: Repeats Call Repeats [ | PartCode varchar 50 0
Calls: SLA Status Call 5LA Status l_j Horiekss R £ >
[0 | fidpriority tinyint 1 Q
Calls: With Open Work Order Call centre listing with call notes for open work orders, & | merryper T = 7
= Calls: Work Order Labour Info Call centre performance report W | Meterreadingt numeric 19 4
+ 2= Housskesping W | MeterType2 varchar 50 0
. f,; Babmance .yﬂ MeterReading2 numeric 19 4|
s ) [ | fAdaction varchar 1000 0
+ 5. Troubleshosting o | s = u
l -
b oop Warrantes [ | CloseDate varchar 30 0
b 2= Work Orders W | Tedhnidan varchar 101 o
T i v | [ | Sapsedpays int e 0
M EditFilter || 4 re
Open Windows ~ | 04Dec 2018 7

The selected report screen will be displayed with the relevant title. In this
example: Calls: All Calls

e Change the report parameters if required.
* Click on Run Report. This will save all your changes to the report

structure.
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i3 Calls: All Calls - BPO: Version 2.1.0.68 - Example Company = (m] *
| Home | Equipment and Locations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlites — o X
e 0y
< \ 8 G o ®
Sync | Show Groups ||
Run Report o Save Layout Excel PDF
-~—9
a7 Format . Export i
Report:
Parameters:
ParameterMame ParameterType ParameterDesc  Input Value
@StartDate varchar Start Date 01 Aug 2018
I @EndDate varchar End Date 31Aug 2018 -
o T
Data | Analysis |
- Report Results :
¥
" Open Windows ~ | 04Dec 2018 7

The Report Results frame will now populate with the report information.

1. In this example the Report Results frame is only displaying the columns

selected in the previous step.

You can view and/or work with this report as required. When you are
done, close the report.
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Calls: All Calls - BPO: Version 2.1.0.68 - Bxample Company

| Home | Equipmentandlocatons Contract Financeand MR Inventory Maintenance andProjects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — E

o =T
Sync LH Show Groups [
Run Report S Save Layout Excel PDF E

Fi Export

~Report :
r 52

ParameterMame ParameterType ParameterDesc  Input Value

@StartDate varchar Start Date 01 Aug 2018
» @EndDate varchar End Date 31Aug 2018 ~
o
| pata | nalysis | _/g\
| Report Results :
CustomerCode CustomerMame CalReference  CallStatus | CallDesc CalType Serialo MeterTypel MeterReadingl MeterType2 MeterReading? CallDate Technician
¢
» HOPOD1 Hope Works  €NDO0OS82 New TT00S - Daily... Scheduled... 2020-103053 0.00 0.00 07 Aug 2018 Belinda Sharman
HOPOD1 Hope Warks CNOOOD581 Mew TTO11 - Daily... Scheduled... testi21212 0.00 0.00 07 Aug 2018 Belinda Sharman
2
Open Windows ~ | 04Dec 2018 7

VIEW MOST USED REPORTS

* In the Reports listing screen, click on the arrow in the Most Used

button.
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(1]

| Home | EquipmentandLocations  Contract FinanceandHR  Inventory Maintenance andProjects  Manufactring  Procurement Sales  Service Reporting  Utlies — & X

EoEm ]

Run Report | Most Used | Recent Save Layout
Used

(Inmj

Processing .| Format

Name Description |_ ﬁ' i-l ‘ i.‘w |
T
[m]

LA m Accounts
’ﬁj Assets

» {ﬁj Caonfiguration
» @ Custom Reports
b m Cantracts

» {1} Employees

, m Exception

» m History

» m Inventory
XLE_T KPIReports
m Listing

#i} manufacturing
ﬁ Maintenance
'ﬁj Projects

{ﬁj Procurement
ﬁ‘-‘ﬁ Sales

» 7i% cam

» {EJ Service Centre

] 0

M Edit Filter

Open Windows ~ | 04Dec 2018 7

1. This will bring up a list of the reports that you use most frequently.
If you hover on the report name, you will see a tooltip text box will pop
up with the description of the report.

3. Click on the required report name in the list to run it.
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£

Reports - BPO: Version 2.1.0.68 - Example Company

- o

x

‘Hema‘ Equipment and Locations ~ Contract  Financeand HR  Inventory —Maintemance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utliies — & X

ENEE

MostUsed | Recent
= Used ™

Run Report Save Layout

/e

Pl =
=| YieldsiC
Name — . S

!ﬂ'elﬂ‘r

saiption

=
2 =| Calls AllCalls

=]
= TechEventlog

28

I‘ Report of yields on consumables and toners “

~
, ﬁ Configuration

' "‘J"L\ Custom Reparts
» m Contracts

» @ Employees

' {u} Exception

¥ JJL\ Histary

» {53 inventory

» fED' KPI Reparts

b {Lﬁ Listing

» ﬁ:‘ Manufacturing
+ {13 Maintenance

3 EED Projects

+ {1 procurement

v ﬁ Sales

» {53 cam

3 @ Service Centre

Edit Filter

00
o

Open Windows ¥

| 04Dec2018

VIEW RECENTLY USED REPORTS

* In the Reports listing screen, click on the arrow in the Recent

Used button.
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= Reparts - BPO: Version 2.1.0.68 - Example Company - ] 4
| Home | EquipmentandLocations  Contract FinanceandHR  Inventory Maintenance andProjects  Manufactring  Procurement Sales  Service Reporting  Utlites — & X

= o[®] [
Run Report  Most Used || Recent Save Layout
¥ Used ¥

Processing .| Format

Name Description | @A |.'.‘
® |0‘ ﬁ

[] | FieldName FieldDataType  FieldDefinedSize | F

LN U:_I Accounts

m Assets

» Iﬁj Configuration

;ﬁj Custom Reports

ﬁ Contracts

3 ]’"? Employees

et
{E} Exception

m History

» ﬁ_\l Tnventory

» m KPI Reports

I{:} Listing

» {5 Manufacturing

k ldjil‘ Maintenance

[:Eﬁ Projects

P
(i} Procurement

3 fﬁj Sales
» i/ﬁ_‘l CRM

r {a T Service Centre

] 0

(| Edit Filter

Open Windows ~ | 04Dec 2018 7

1. This will bring up a list of the reports that you have used most recently.

2. If you hover on the report name, you will see a tooltip text box will pop
up with the description of the report.
3. Click on the required report name in the list to run it.
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b4 Reports - BPO: Version 2.1.0.68 - Example Company - [m} x
|Home| Equipment and Locations  Contract Financeand HR  Inwentory  Maintenance and Projects  Manufacturing  Procurement Sales  Service  Reporting  Utlitles — & X

SEE

RunReport  Most Used |Re;ent Save Layout
- Used ™
SR

Processing

Calls: All Calls =

Name

)

L3

Tech Event Log

[ Fieldvame FieldDataType  FieldDefinedsize  H

I Technician Tech Connect Even Log I
ields: Consumables yield I

75
L33 iJ:LI Accounts

3 ‘lﬁj‘ Assets

EE
3 ‘m' Configuration
b i’j'll\ Custom Reports

N ﬁ Contracts

b ‘I’E} Employees

Y :
» 1] DEX(Ephun

» i’j'll\ Histary
» ﬁ Inventory

» fﬁ} KPI Repaorts

» {E} Listing
» ﬁ'ﬁ' Manufacturing

4

v {li} Maintenance
o

» U!J Projects

» (Y Procurement

v ﬁ’ﬁ' Sales
» ./El‘ CRM

b fj’\j Service Centre

4 b

i Edit Filter

Open Windows = | | D4Dec2018 A

BP0O2.004.001
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