View Reports

REPORTING

ALL REPORTS - VIEW REPORTS

These reports are structured in a data grid format only.

These reports can be exported to MS Excel or as Adobe PDFs.

Ribbon Access: Reporting > All Reports
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VIEW MAIN REPORT CATEGORIES

The Reports listing screen will be displayed.

1. The reports are divided into 18 main report categories.
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View Reports

VIEW SUB-REPORT CATEGORIES

2. Atree view node in front of a category indicates that it is divided into
sub-categories. Click on this node or double click on the name of the

main category.
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1. The sub-categories for the selected main category will be displayed.

VIEW REPORTS

2. Each sub-category that has a tree view node, contains reports. To
access these reports, either click on the tree view node or double click

on the sub category name.
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* A list of all the reports in that sub category will be displayed.
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O M [
RunReport MostUsed Recent Save Layout
- dv o
Name " Description r ,@ :. P |
¥ =1l @
[ Fieldname FieldDataType  FieldDefinedSize | F
b 22 Monthend
b pastel
3 - Recondliations Y
] AP: Rec BPO Trans To Subledger Accounts Payable: Recondliation of all BPO transactions from sub ledger 1
AP: Rec Outstanding To Trans Accounts Payable: Recondiliation of outstanding balances to transactions
AP: Recondile Sub Ledger to GL Accounts Payable: Recondile all general ledger transactions to the sub leq
AP: Total Recs Accounts Payable: Total of control account and AP
AR: RecBPO Trans To Subledger  Accounts receivable: Recondile all BPO transactions between the general
AR: Rec Qutstanding To Trans Accounts Receivable: Recondle all transactions to outstanding
AR: Reconcile Sub Ledger to GL Accounts Receivable: Reconcile General Ledaer to Sub Ledger for all trany
AR: Total Recs Accounts receivable: Total recs
GL: Accrual Recon General Ledger: GRN Accrual Recondilation
GRN: Open items Report of all open GRM items in general ledger
Non stock WIP open items Report of all NON stock WIP open items
Recon Stock to Pastel Details Recondle Stock - BPO to Pastel Details
Reconcile Stock to Pastel Recondle Stock - BPO to Pastel Summary
|| WP open items Report of all open items in WIP
» ﬁ‘h Assets
» ﬁ Configuration .
= 3
M EditFilter | | 4 re
Open Windows | 04Dec 2018 P

CUSTOMISE A REPORT

Select the report that you wish to customise:

1. Click on the tree view node in front of the main report category.

2. Click on the tree view node in front of the sub report category.

3. Single click on the report you wish to customise.

the layout of the report before you run it.

Note: Single clicking on the report allows you to make customisations to
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Nam Description = | =N
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| [] | FieldName FieldDataType  FieldDefinedSize  Fiel
L3 m Accounts
Assets
v ..Tc..’d?. Depreciation
EE;L.’. Assets
Asset Period Acquisitions Asset Period Acquisitions
Asset Period Disposals Asset Period Disposals
Asset Period Recoupment Asset Period Recoupment
Asset Period Wear Tear Asset Period Wear and Tear
Asset Travel Radii and Address List of assets with asset and contract travel radi and address configuratic
Asset YTD Period Wear Tear Asset Year To Date Period Wear and Tear
Assets: All with Fees List all machines and all the fees assodated with each one
Deleted Machines Machines that have been deleted.
Fixed Asset Register Source report for the BPO Fixed Asset Register
Machine profitability Machine profitability
Machines on Active Contracts List of active assets linked to a contract I‘—e
Maintenance Schedule Alist of all Maintenance schedules and when the next is due.
Tax Asset Register Tax Asset Register
» 2= Troubleshooting
» fﬁ} Configuration .
1 - 3
M EditFilter | | 4 re
Open Windows ~ | 04Dec 2018 7

* As you single click on the selected report, the frame on the right
side of the screen will populate with the fields or columns avail-

able within that report.
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RunReport MostUsed Recent Save Layout
¥ Used
ne Description ; r : i
Y = =
[¥] FieldMame FieldDataType  FieldDefinedSize  FieldScale  FieldPredision
7B} ccounts » W CustomerCode varchar 20 0 0
I’E} Assets ¥ CustomerName varchar 50 0 0
f .;'f.df, Depredation |  Contractho warchar 50 0 0
e W ContractStartDate  varchar 30 0 0
v = Asse
san W ContractEndDate  warchar 30 0 [V}
Asset Period Acquisitions Asset Period Acquisitions M SerialNo Ceio 50 0 0
Asset Period Disposals Asset Period Disposals M Tagtio varchar 50 0 0
Asset Period Recoupment Asset Period Recoupment W Parttio varchar L o 0
¥ Parthescription warchar 255 0 0
Asset Period Wear Tear Asset Period Wear and Tear
Asset Travel Radii and Address List of assets with asset and contract travel radi an
Asset YTD Period Wear Tear Asset Year To Date Period Wear and Tear
Assets: All with Fees List all machines and all the fees associated with eac
Deleted Machines Machines that have been deleted.
Fixed Asset Register Source report for the BPO Fixed Asset Register
Machine profitability Machine profitability
3 Machines on Active Contracts List of active assets linked to a contract ’ I
Maintenance Schedule Alist of all Maintenance schedules and when the ne:
Tax Asset Register Tax Asset Register
» Troubleshooting
=
A
i Configuration i
1 E v
M EditFilter | 4 »
Open Windows ~ 04Dec 2018 4

SELECT ALL FIELDS/COLUMNS

* Click on the check box in the column header row.
* All the fields / columns check boxes will be ticked and all of these

will be displayed on the report.

Note: Un-tick the check box in the column header row to deselect all the

field/column check boxes.
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RunReport MostUsed Recent Save Layout .
¥ Used
Format
ne Description
= -

E FieldDataType  FieldDefinedSize  FieldScale  FieldPredision Fi
7B} ccounts [ W CustomerCode varchar 20 0 [}
f_ﬁj Assets W CustomerName warchar 50 0 0
» L. Depradation M LD varchar 0 0 0
N V' ContractStartDate  varchar 30 0 0

e W ContractEndDate  warchar 30 0 [V}

Asset Period Acquisitions Asset Period Acquisitions E SerialNo Gt 0 0 0
Asset Period Disposals Asset Period Disposals W Tagho warchar 50 0 o
Asset Period Recoupment Asset Period Recoupment W Parttio varchar L o 0
Asset Period Wear Tear Asset Period Wear and Tear e M e i < & 0
Asset Travel Radii and Address List of assets with asset and contract travel radi an
Asset YTD Period Wear Tear Asset Year To Date Period Wear and Tear
Assets: All with Fees List all machines and all the fees associated with eac
Deleted Machines Machines that have been deleted.
Fixed Asset Register Source report for the BPO Fixed Asset Register
Machine profitability Machine profitability

3 Machines on Active Contracts List of active assets linked to a contract
Maintenance Schedule Alist of all Maintenance schedules and when the ne:
Tax Asset Register Tax Asset Register

» 2= Troubleshooting
ﬁu} Configuration i

i e v

M EditFilter || 4 re

Open Windows | o04Dec2018 |

SELECT REQUIRED FIELDS/COLUMNS

You can select the individual field(s) that you require.

1. To quick clear all the columns, un-tick the checkbox in the column
header row.
2. Then click on the check box in the row of each of the fields/columns

that you wish to see displayed on the report.
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RunReport MostUsed Recent | Save Layout
= Used >
o \
Name Description 2
3 = \@ ﬁ
= | =] FigldName FieldDataType  FieldDefinedSize  FieldScale | FieldPredsio
» ﬁ el 7| customerCods varchar i 0
= (’LH'B Assets /.r ¥ | customeriame varchar 50 0
b A Depreciation — | ¥ | conmactio varchar 50 0
P ] | contractstartDate  varchar 30 0
v = Asse
- [] | contactendpate  varchar 30 0
Asset Period Acquisitions Asset Period Acquisitions . 7 | sersiio " o :
Asset Period Disposals Asset Period Disposals T bl ] | Tagne varchar 50 0
Asset Period Recoupment Asset Period Recoupment | o Partiio varchar 50 0
™ ! | PartDescription varchar 255 0
Asset Period Wear Tear Asset Peried Wear and Tear —
Asset Travel Radii and Address List of assets with asset and contract travel radi an
Asset YTD Period Wear Tear Asset Year To Date Period Wear and Tear H
Assets: All with Fees List all machines and all the fees assodated with eac
Deleted Machines Machines that have been deleted.
Fixed Asset Register Source report for the BPO Fixed Asset Register
Machine profitability Machine profitability
L3 Machines on Active Contracts List of active assets linked to a contract
Maintenance Schedule Alist of all Maintenance schedules and when the nes
Tax Asset Register Tax Asset Register
] .
>- =% Troubleshooting
, /L? Configuration 5
‘4 »
¥4 Edit Filter | | 4 y
Open Windows + | 04Dec 2018 7

SORTING FIELDS/COLUMNS

You can sort the fields into the order you require.

1. Click in the row of the field that you wish to move.
2. Click on the directional arrows to move the selected field up or down.
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= Used >
Forma
Description [ @ -
: 19 @
= = FigldName FieldDataType  FieldDefinedSize  FieldScale | FieldPredsio
» (i} Aot W CustomerCode varchar n 0
= (ED Assets ¥ CustomerName varchar 50 0
b i Depreciation ¥ contracto varchar 50 0
. [[]  ContractStartDate  varchar 30 0
—-— [[]  contactEndDate  varchar 30 0
| Asset Period Acquisitions Asset Period Acquisitions . I Seralic WR_ verchar & 7
| Asset Period Disposals Asset Period Disposals [C] | TagNo rchar 50 0
Asset Period Recoupment Asset Period Recoupment W Parttio e 50 0
Asset Period Wear Tear Asset Peried Wear and Tear 7 [me=kEs vorches B L
| Asset Travel Radii and Address List of assets with asset and contract travel radi an
| Asset YTD Period Wear Tear Asset Year To Date Period Wear and Tear
Assets: All with Fees List all machines and all the fees assodated with eac
Deleted Machines Machines that have been deleted.
| Fixed Asset Register Source report for the BPO Fixed Asset Register
Machine profitability Machine profitability
L3 Machines on Active Contracts List of active assets linked to a contract
laintenance Schedule Alist of all Maintenance schedules and when the nes
| Tax Asset Register Tax Asset Register
+ 2% Troubleshooting
» ﬁ Configuration -
‘4 »
¥4 Edit Filter | | 4 y
Open Windows + | 04Dec 2018 7

1. In this image you can see the Serial No. column has been moved up the

top of the Field Name list, using the Up directional arrow.
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RunReport MostUsed Recent | Save Layout
= Used » ‘ |
Pr ing .| Format .
Name Description @ - \
5 = w @
_ B | Feldiame Y FieldDataType  FieldDefinedSize  FieldScale  FieldPredisio
" R v & [seriaa varchar 50 [
- {5} Asets W CustomerCode varchar 0 [
V¥ CustomerMame
b 2= Depreciation 4] varchar 50 0
P ¥ Contractio varchar 50 0
v = Asse
- [[]  contactStartDate  varchar 30 0
Asset Period Acquisitions Asset Period Acquisitions O [camacindonie: | variiar - i
Asset Period Disposals Asset Period Disposals [C]  TagNe varchar 50 0
Asset Period Recoupment Asset Period Recoupment W Parttio varchar 50 0
PartDescription varchar 255 0
Asset Period Wear Tear Asset Peried Wear and Tear “
Asset Travel Radii and Address List of assets with asset and contract travel radi an
|
Asset YTD Period Wear Tear Asset Year To Date Period Wear and Tear
Assets: All with Fees List all machines and all the fees assodated with eac
Deleted Machines Machines that have been deleted.
Fixed Asset Register Source report for the BPO Fixed Asset Register
Machine profitability Machine profitability
L3 Machines on Active Contracts List of active assets linked to a contract
Maintenance Schedule Alist of all Maintenance schedules and when the nes
Tax Asset Register Tax Asset Register
] .
>- =% Troubleshooting
» \J:LI Configuration -
‘4 »
%] Edit Filter | | 4 =
Open Windows ~ | 04Dec 2018 iz

PREVIEW THE REPORT

* When you have finished customising the report, click on Run

Report.
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AEEIE
Run Report | MostUsed Recent | Save Layout
= Used >
Processing .| Format
Name Description 7“17
; Lt ALY
= [H | Fieldname FieldDataType  FieldDefinedSize  FieldScale | FieldPredsio
b ﬁ Accounts b ¥ Serialio varchar 50 0
- {5} Asets ¥ CustomerCode  varchar 20 0
b 2 Depreaation ¥ CustomerMame varchar 50 0
I &  ContractNo varchar 50 0
mh-‘r—; [[]  contactStartDate  varchar 30 0
|| Asset Period Acquisitions Asset Period Acquisitions O [camacindonie: | variiar - i
|§ Asset Period Disposals Asset Period Disposals [C]  TagNe varchar 50 0
H set Period Recoupment Asset Period Recoupment W Parttio varchar 50 0
sset Period Wear Tear Asset Peried Wear and Tear 7 [me=kEs L B L
| Asset Travel Radii and Address List of assets with asset and contract travel radi an
é Asset YTD Period Wear Tear Asset Year To Date Period Wear and Tear
= sets: All with Fees List all machines and all the fees assodated with eac
eleted Machines Machines that have been deleted.
ixed Asset Register Source report for the BPO Fixed Asset Register
lachine profitability Machine profitability
L3 lachines on Active Contracts List of active assets linked to a contract
laintenance Schedule Alist of all Maintenance schedules and when the nes
I% Tax Asset Register Tax Asset Register
+ 2% Troubleshooting
» m Configuration -
‘4 »
¥4 Edit Filter | | 4 y
Open Windows ~ | 04Dec 2018 iz

1. The title of this screen that opens will be dependant on the report that

has been selected in the previous step. In this example, the Machine on

Active Contracts report was selected and this title is displayed in this

screen.

Note: This report may need to have parameters, such as a Start and End

Date. Follow the process to set these parameters if required.

2.

If no parameters are required, the Report Results will immediately be

displayed in the Data frame. This is the preview version of what will be

included in the final report.
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Save Layout Excel PDF

Show Groups

Analysis ‘J
- Report Results : -

SerialNo + CustomerCode | CustomerName ContractNo | Partho PartDescription

1020-10102 HOPOO1 Hope Works 5TCO000028  SP1020 Copier

1020-10105 APPOOO1 Apple Juice Inc STC0000024  SP1020 Copier

147708 HACDO1 Hack PC - IT Shaop CO0000028  SP2020 SP2020 Sprint Colour Multi Functional Copier
147807 HACDO1 Hack PC - T Shop CO0000028  SP2020 SP2020 Sprint Colour Multi Functional Copier
1818-1111 HOPOO1 Hope Works CO0000020  SP1818 Sprint copier

1313-8594 HOPOO1 Hope Works CO0000042  SP1B18 Sprint copier

19-12/1201 TIADO1 Titan Group COD000061  SP19-123456  SP19-12 Colour Copier

19-12/1202 SAMOO1 Samanthas Diner CO0000018  SP19-123456 SP19-12 Colour Copier

1912-102031 SAMO001 Samanthas Diner CO0000018  SP19-123456 SP19-12 Colour Copier

1912-102032 BOTOOOL Bothas Networkinginc ~ CO0000044  SP19-123456 SP19-12 Colour Copier

1912-102045 DEROO1 Derton Technologies STC0000019  SP19-123456 SP19-12 Colour Copier

1912-102048 APPODOL Apple Juice Inc STCO000024  SP19-123456 SP19-12 Colour Copier

19-369 SAM001 Samanthas Diner CO0000038  SP1519 5P 1919 Sprint Colour MFC

20-10502 SAMO01 Samanthas Diner CO0000022  SP2020 SP2020 Sprint Colour Mult Functional Copier
20-147258 SAMOO1 Samanthas Diner COD000018  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-10204 OFF001 Office Supplies Unlimited CO0000019  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-102041  HOPOO1 Hope Works CO0D000043  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-102046 DEROO1 Derton Technologies STCO0000018  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103050  PAMNOOL Panda Copiers CO0000041  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103053 HOP0O1 Hope Works CO0000043  SP2020 SP2020 Sprint Colour Multi Functional Copier -

Open Windows ¥ | 04Dec2018 4

EXPORT THE REPORT

You have a choice of exporting the report to Excel or a PDF format that can

be printed, by clicking on the appropriate button in the Action button toolbar.

EXPORT TO EXCEL

e Click on Excel.
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@ =l mTa
| | . LH | L Show Groups [
Run Report | Save Layout | Excel PDF
4| Format 4 Export i
~Report:

Data ! Analysis

Report Results :
SerialNo 4 CustomerCode CustomerName ContractMo Partho PartDescription

v =
1020-10102 HOPOO1 Hope Works. STCO000028  SP1020 Copier
1020-10105 APPO0O1 Apple Juice Inc STC0000024  SP1020 Copier
147708 HACDO1 Hack PC - IT Shop CO0000028  SP2020 SP2020 Sprint Colour Multi Functional Copier
147807 HACDO1 Hack PC - T Shop CO0000028  SP2020 SP2020 Sprint Colour Multi Functional Copier
1818-1111 HOP0O1 Hope Works CO0000020  SP1B18 Sprint copier
1318-8594 HOPOO1 Hope Works CO0000042  SP1B18 Sprint copier
19-12/1201 TIAOO1 Titan Group COD000061  SP19-123456 SP19-12 Colour Copier
19-12/1202 SAMO01 Samanthas Diner CO0000013  SP19-123456 SP19-12 Colour Copier
1912-102031  SAMOO1 Samanthas Diner CODO0D018  SP19-123456 SP19-12 Colour Copier
1912-102032 BOTOOO1 Bothas Networkinginc ~ CO0000044  SP19-123456 SP19-12 Colour Copier
1912-102045 DERDO1 Derton Technologies STCO0000019 SP19-123456 SP19-12 Colour Copier
1912-102048 APPODO1 Apple Juice Inc STCO000024 SP13-123456 SP19-12 Colour Copier
19-369 SAMO001 Samanthas Diner CO0000038  SP1919 SP1919 Sprint Colour MFC
20-10502 SAMOO1 Samanthas Diner CO0000022  SP2020 SP2020 Sprint Colour Multi Functional Copier
20-147258 SAMO01 Samanthas Diner CO0000018  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-10204 OFF001 Office Supplies Unlimited COO0000013  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-102041  HOPOO1 Hope Works. CO0000043 SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-102046  DEROO1 Derton Technologies STCO000018  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103050 PAMNDO1 Panda Copiers CO0000041  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103053 HOP0O01 Hope Works CO0000043  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103053  HOPOO1 Hope Waorks 5TCO000028  SP2020 SP2020 Sprint Colour Multi Functional Copier I

35
" Open Windows | 04Dec 2018 i

* The report will open in your screen in Excel format.

Note: You will need to use your Excel skills to edit columns widths, etc. to

view the report correctly before printing.
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Machin ) =k
Inset  Pagelayout  Formulas  Data Add-ins  Team ' Tell mewhat you want to do
‘EI 3" Calibri -1 - KA " : o p
Paste BB - B I U : = g : : ) Find &
. = 4- ’ o . - & Format- & - Select -

Clipboard = Font LM Alignment Mumber Styles Cells Editing ~
Al = x v K SerialNa o

A B (F D E & 4

| 1 |SerialNo CustomerCode | |CustomerName ~ |ContractNo |~ |PartNo ¥ |PartDescription &
Fa YESO01 Young Electric COO0o00031 5P204 SP204 Colour Copier
3 YES0OL Young Electric CO0000031 SP2020 SP2020 Sprint Colour Multi Functional Copier
4 11020-10102 HOPOO1 Hope Works STC0000028 SP1020 Copier
5 |1020-10105 APPOOOL Apple Juice Inc STC0000024 SP1020 Copier
6 (147708 HAC001 Hack PC - IT Shop CO0000028 SP2020 SP2020 Sprint Colour Multi Functional Copier
7 147807 HACO001 Hack PC - IT Shop CO0000028 SP2020 SP2020 Sprint Colour Multi Functional Copier
8 |1818-1111 HOPOO1 Hope Works COooooo020 S5P1818 Sprint copier
9 |1818-8594 HOPOO1 Hope Works Coooo0042 SP1818 Sprint copier
10 |19-12/1201 TIADO1 Titan Group CO0000061 5P13-123456 SP19-12 Colour Copier
11 19-12/1202 SAMOOL Samanthas Diner COoo00018 SP19-123456 SP19-12 Colour Copier
12 |1912-102031 SAMO01 Samanthas Diner CO0000018 5P19-123456 SP19-12 Colour Copier
13 {1912-102032 BOTO0O01 Bothas Networking inc CO0000044 S5P19-123456 SP19-12 Colour Copier
14 |1912-102045 DEROOL Derton Technologies STCO000019 5P19-123456 SP19-12 Colour Copier
15 {1912-102048 APPOOOL Apple Juice Inc STCO000024 SP19-123456 SP19-12 Colour Copier
16 |19-369 SAMODL Samanthas Diner CO0000038 SP1919 SP1919 Sprint Colour MFC
17 | 20-10502 SAMOOL Samanthas Diner CO0000022 SP2020 SP2020 Sprint Colour Multi Functional Copier
18 |20-147258 SAMOO1 Samanthas Diner CO0000018 SP2020 SP2020 Sprint Colour Multi Functional Copier
19 |2020-10204 OFF00L Office Supplies Unlimited CO0000019 SP2020 SP2020 Sprint Colour Multi Functional Copier
20 |2020-102041 HOP0OO1 Hope Works CO0000043 SP2020 SP2020 Sprint Colour Multi Functional Copier
21 |2020-102046 DEROOL Derton Technologies STC0000019 SP2020 SP2020 Sprint Colour Multi Functional Copier
22 |2020-103050 PANOOL Panda Copiers CO0000041 SP2020 SP2020 Sprint Colour Multi Functional Copier
23 |2020-103053 HOPOO1 Hope Warks CO0000043 SP2020 SP2020 Sprint Colour Multi Functional Copier
24 |2020-103053 HOPOOL Hope Works STC0000028 SP2020 SP2020 Sprint Colour Multi Functional Copier p
‘ Sheet | ) a 3

Edit =] |- kS

EXPORT TO PDF

¢ Click on PDF.
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3 }ml Equipment and Locations ~ Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliies — & X
= P

Q c | LH | L Show Groups [

Run Report S Save Layout Excel PDF
a ‘ Format 4 Expor i
~Report:

Data ! Analysis

Report Results :
SerialNo CustomerCode CustomerName ContractMo Partho PartDescription

v =
1020-10102 HOPOO1 Hope Works. STCO000028  SP1020 Copier
1020-10105 APPO0O1 Apple Juice Inc STC0000024  SP1020 Copier |
147708 HACDO1 Hack PC - IT Shop CO0000028  SP2020 SP2020 Sprint Colour Multi Functional Copier
147807 HACDO1 Hack PC - T Shop CO0000028  SP2020 SP2020 Sprint Colour Multi Functional Copier
1818-1111 HOP0O1 Hope Works CO0000020  SP1B18 Sprint copier
1318-8594 HOPOO1 Hope Works CO0000042  SP1B18 Sprint copier
19-12/1201 TIAOO1 Titan Group COD000061  SP19-123456 SP19-12 Colour Copier
19-12/1202 SAMO01 Samanthas Diner CO0000013  SP19-123456 SP19-12 Colour Copier
1912-102031  SAMOO1 Samanthas Diner CODO0D018  SP19-123456 SP19-12 Colour Copier
1912-102032 BOTOOO1 Bothas Networkinginc ~ CO0000044  SP19-123456 SP19-12 Colour Copier
1912-102045 DEROO1 Derton Technologies STCO0000019 SP19-123456 SP19-12 Colour Copier
1912-102048 APPODO1 Apple Juice Inc STCO000024 SP13-123456 SP19-12 Colour Copier
19-369 SAMO001 Samanthas Diner CO0000038  SP1919 SP1919 Sprint Colour MFC
20-10502 SAMOO1 Samanthas Diner CO0000022  SP2020 SP2020 Sprint Colour Multi Functional Copier
20-147258 SAMO01 Samanthas Diner CO0000018  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-10204 OFF001 Office Supplies Unlimited COO0000013  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-102041  HOPOO1 Hope Works. CO0000043 SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-102046  DEROO1 Derton Technologies STCO000018  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103050 PAMNDO1 Panda Copiers CO0000041  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103053 HOP0O01 Hope Works CO0000043  SP2020 SP2020 Sprint Colour Multi Functional Copier
2020-103053  HOPOO1 Hope Waorks 5TCO000028  SP2020 SP2020 Sprint Colour Multi Functional Copier I

35
|| Open Windows v | 04Dec 2018 4

* The report will open in your screen in PDF format.
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B G | Machines on Active Cor X | o S — 4 X
= — 6] o @ filey//CyProg acts_0! = 7. =4
SerisiNo CustomerCode o Contractio Partia
eson1 ‘oung Electric cowpozr  |se204
esDoL ‘foung Electric comgoost | se2020
1020-10102 Hopoo1 Hope Wrks STCOD0002E | 5P1020
1020-10105 ppo001 Apple Juics Inc STCO000024 | 5P1020
147708 HACDO1 Hack PC - IT Shop comnozs  |Se2020
147807 HACDO1 Hack PC - IT Shop 00000028 |5P2020
18181111 HoRDoL Hoge Wrks connooo20 |spimie
1610-8534 HopoL Hope Works connooosz | spiais
13-12/1201 TIA00L Tian Group COMB0EL | SP13-123456
19120120 e Diner coogoots  |Seis-123e56
1512102030 SAMDOL Samanthas Diner CON0O0E | SP1S-123456
1912102022 BOTOOOL Bothes Networkinginc | 000000044 | 5P19-123456
1912102045 | DERDOL Derton Technologies STCO000D1S | SP19-123456
1912102048 ARPDODL Apple Juice Inc STCO000024 | SR1S-123456
13369 sAMDDL Samanthas Diner 0000038 |5P1919
2010502 B Diner connoooz2 |sp2020
20147258 sanon: Samanthas Diner comgoots | Sea020
202010204 oFF00L Office Supplies Unlimited | 000000013 | 5P2020
22002061 HOPOOL Hope Works 00000043 |5P2020
020102045 | DERDOL Derton Technolagies STCO000019 | 5P2020
020103050 pAnoo Panda Capiers cowgoar  |sp2020
020103053 HoPoOL Hope Works 00000043 |5P2020
220103053 HOPOOL Hope Works STCO00028 | 5P2020
020103059 HoPoOL Hope Works STC0000027 | 5P2020
20204327 2ppo001 Apple Juice Inc STCO000021 | 2020-856
20204329 ABCXYZ123 ABC SHoa Co STCO00022 | 2020-856
02076787 Appoo0t Apple Juics Inc STCO000021 | 592020
w0-e76787 | BOTOOOL Bothas Networkingine | 00000044 | 592020
204-585898 Hopon1 Hope Works comnodz  |spa0d
01234 HoRDoL Hope Works 00000043 | 592020
12145 Appoo01 Apple Juice Inc STconooozs | 5p2020
SINMIISE HOPDOL Hope Works CONN0020 | 145896523
SPI9.12185274  TLADOL Tian Group COM00LE SPI3-123456
21212 HopooL Hope Works STcoooonzs | sp2020
taset234 HopoL Hope Works STcoooo030 | 5pa020

GROUP A REPORT - USE THE 'SHOW GROUPS'
FUNCTIONALITY

You can select to 'group' a report.
In the Reports listing screen;

* Select the report that you wish to run.
* In this example, the sub report, Assets: All with Fees
has been selected.
* Click on Run Report.
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View Reports

- Reports - BRO: Version 2.1.0.6 - Example Company - ] ¥
:Homei Equipment and Locations  Contract  Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utilites — & 02X

O ® X/

RunReport | MostUsed Recent | Save Layout
s Used

| Format

Name Description ‘7 P | = |
. = @ @

[] Fieldvame FieldDataType  FieldDefinedSize  FieldScale  FieldPreds
LA t“j‘A(munts

- I’Iﬁ Assets

] ot
3 mDepreaahun

]
- m_Assats

E/ Asset Period Acquisitions Asset Period Acquisitions

sset Period Disposals Asset Period Disposals
sset Period Recoupment Asset Period Recoupment

sset Period Wear Tear Asset Period Wear and Tear

sset Travel Radii and Address List of assets with asset and contract travel radii and addre

sset YTD Period Wear Tear Asset Year To Date Period Wear and Tear

ssets: All with Fees List all machines and all the fees assodated with each one

- Deleted Machines Machines that have been deleted.
xed Asset Register Source report for the BPO Fixed Asset Register
lachine profitability Machine profitability

Machines on Active Contracts List of active assets linked to a contract

aintenance Schedule Alist of all Maintenance schedules and when the next is due
E/ Tax Asset Register Tax Asset Register
+ 2L Troubleshooting B
‘4 3
¥ Edit Filter | | 3
Open Windaws ~ | | 053un 2019

Remember, the title of this screen that opens will be dependant on the report

that has been selected in the previous step.

1. In this example, the Assets: All with Fees report was selected and this
title is displayed in this screen.
2. Select which column you wish to group the report by and drag and drop
that column header into the Group By field.
* In this example, the Site Name column is being dragged and
dropped into the Group By field.

Note: You can select more than one column to 'group by'.

Help v2.5.1.4 - Pg 17 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

View Reports

- 0—» Assets: Al with Fees - BPO: Version 2.1.0.69 - Eample Company - ] ¥
Fi Equipment and Locations  Contract  Financzand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utilites — & 20X
@ = o
Sync | LH Show Groups ||
Run Report — Savelayout | Excel  PDF
4| Format i Export 4
Report :
‘ Data | Analysis ‘
Report Results :
echnicianName CustomerCode CustomerName Status MachineType ParentCode ParentType AssetRegho SerialNo ModelNo Partho
s .
» Cape Town A Serialsed Stock  Main Bin-1 Warchouse  AREGDD0344  AB999012 smw  Pu
Cape Town WES001 Westwood Dyn... A Customer Machine In TransitBin CPT-01  Warehouse 2020-10203 5P2020 SP20
Cape Town HOPOO1 Hope Works A Customer Machine In Transit Bin CPT-01  Warehouse AREGDO0191  2020-43259 SP2020 SP20
Durban A Serialised Stock DBN-A1 Warehouse AREGD00260  478-1011 1020-478 1020
Durban A Serialised Stock DBN-A1 Warehouse AREGO00261  478-1012 1020-478 1020
Durban HOPOO1 Hope Works A Serialised Stock CO0000062 Contract AREGO00004  478-1234 1020-478 1020
Durban OFFO01 Office Supplies ... A Customer Machine COQ000007 Contract K147-123456789 K147 1458
Durban YESOO1 Young Electric A Customer Machine CO0000008 Contract sin123 K147 1458
Durban A Internal Asset Internal Assets Warehouse S5IN13512345 K147 1458
Durban A Serialised Stock ~ DEN-AL Warehouse 149652365 K147 1458
Durban A Serialised Stock DBN-A1 Warehouse ARFGOO0375  AMB0003 K147 1458
Durban A Serialised Stock DBN-A1 Warehouse AREGDO0376  AMBO004 K147 1458
Durban A Serialised Stock  DBN-AL Warehouse ~ AREGO00377  AME000S K147 1458
Durban A Serialised Stock ~ DBN-AL Warehouse ~ AREGDO0378  AMB0006 K147 1458
Durban A Serialised Stock George_Bin Warehouse ~ AREGODO0373  AMBO001 K147 1458
Durban A Serialised Stock  Intransit Warehouse ~ AREGOD0374  AMB0002 K147 1458
Durban HOPOO1 Hope Works A Customer Machine CC0000020 Contract SIN32413546 K147 1458 _
439
‘ 3
|I Open Windows + | |05un 2019 7

1. The report will now be grouped by sites and you can view how many
assets with fees are in each site.
e Cape Town has 3
* Durban has 390
* Johannesburg has 1
* Pretoria has 45
2. Click on the tree view node in front of one of the sites.
* In this example, Cape Town is selected.
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View Reports

@ - Assets: All with Fees - BPO: Version 2.1.0.69 - Example Company

- (] X
;Homei Equipment and Locations  Contract  Financzand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utlites — & 20X

T T

syne | | Show Groups ||
Run Report — Savelayout | Excel  PDF

.| Format Export 4 ‘
Report :

‘ Data | Analysis ‘

Report Results :

TechnicianName

CustomerCo e |Stats  MachineType ParentCode ParentType | AssetRegho | Serialo
Y

ModelNo | Partho PartDesa
» ID SiteName: Cape Town (Count=3) I

I » Snelzﬁ(ne: Durban (Count=3%0) I

| b Siteare J}Ranneshurg {Count=1) |

I » SiteName: PrEtoria‘Pi‘ountztﬁ) I

|I Open Windaws ~

| 053un 2018

1. All of the assets with fees linked to that site will now be listed under
that site name.

* In this example the 3 assets in Cape Town are listed.

EXPORT REPORT WITHOUT USING THE 'SHOW
GROUPS’ FUNCTIONALITY

2. With the Show Groups check box unselected,
3. Click on Excel.
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View Reports

- Assets: All with Fees - BPO: Version 2.1.0.69 - Example Company - ] %

:Homei Equipment and Locations  Contract  Financzand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng  Utlites — & 20X
G @ =l o
Sync | LE LE Shchreups‘
Run Report - Save Layout Excel PDF |

For / Export " ‘

Report :
Data | Analysis ‘ 6
Report Results :
SitelName  +
TechnidanMame CustomerCode | CustomerName Status MachineType ParentCode ParentType | AssetRegMo | SerialMo ModelNo | Parthlo | PartDescription

L)

» | ~ Siteame: Cape Town (Count=3)

A Serialised Stock Main Bin-1 Warehouse AREGODO0344 AB999012  SP2020  SP2020  SP2020 Sprint Colour Multi Fung|
WES001 Westwood D, A Customer Machine  In Transit Bin CFT-01  Warehouse 2020-10203 SP2020  SP2020  SP2020 Sprint Colour Multi Func|
HOPOOL Hope Works A Customer Machine  In Transit Bin CPT-01 Warehouse AREGO00191 2020-4325¢ SP2020  SP2020  SP2020 Sprint Colour Multi Func|

+ SiteName: Durban (Count=350)

» SiteName: Johannesburg (Count=1)

} SiteName: Pretoria (Count=45)

|I Open Windows * | | 053un 2019 7

e All of the machines with fees in each site will be listed in an Excel

spreadsheet.

1. In this example, you can see that Cape Town has 3 machines with fees
and Durban has 390 (scroll down to see the remaining sites and linked
assets with fees).

2. Close the spreadsheet.
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View Reports

[LES

Page Layout

Formulas

Data

11

Help

Team

€ Tell me what you want to do

& Share

AD % | Catior - - = ’_;;‘ Em'";e’t - | = %Y p
Bay - b E Delete - -
Paste B f Uil &g 5y Conditional Formstas Cell ., _ Sort& Find &
I Formatting = Table~ Styles~ =1 Format= & = gper o gopect-
Clipboard & Font ] Alignment M Styles Cells Editing A
Al i Fe | SiteName #
A B [ F G H I 1 K L M~
1 {SiteName'_v Technicianh ~ | Custop ~ |Customerh et - Machine'[ype;' ParentCode |~ |ParentT| - [AssetRegh ~ SerialNo| Mnde[:' PartN ~ |PartDescription
2 |Cape Town | B T /|~ |serialised Stock |MainBin-1_____|Warehous{AREGD00344 [AB399012 |SP2020_|5P2020 |SP2020 Sprint Colal
3 | Cape Town _( WES00L Wsstwﬁd A Customer Machir|In Transit Bin CPT-(Warehous: 2020-10203|SP2020 [SP2020 |SP2020 Sprint Colo|
4 |Cape Town HOPOO1 _|Ho| orks_[A Customer Machirin Transit Bin CPT-(Warehous4d AREG000191 |2020-43259|SP2020 |SP2020 [SP2020 Sprint Colo
5 |Durban | A |Serialised Stock |DBN-AL Warehous{ AREGO00260 [478-1011 1GMW
6 |Durban A Serialised Stock |DBN-A1 ‘Warehousd AREGO00261 |478-1012  |1020-478(1020-47§Staple Unit
7 |Durban \ HOPOOI/ Hope Works [A Serialised Stock |CO0000062 Contract |AREG000004 |478-1234  |1020-478|1020-47{Staple Unit
8 |Durban \ OFF! Office SupplidA Customer Machir| CO0000007 Contract K147-12345(K147 1458-96]K147 Kyocera Colo
9 |Durban Y@Ol Young ElectridA Customer Machir CO0000008 Contract sin123 K147 1458-96]K147 Kyocera Colo
10| Durban // A Internal Asset  [Internal Assets  |Warehousq SIN1351234|K147 1458-969K147 Kyocera Colo
11| Durban i / A serialised Stock |DBN-A1 Warehous: 14-9652365 |K147 1458-96YK147 Kyocera Colo
12| Durban \ / A sed Stock [DBN-A1 Warehous{ AREGO00375 |AMS0003  |K147 1458-96YK147 Kyocera Colo
13 | Durban " A sed Stock |DBN-AL 'Warehousq AREGO00376 |AMS0004  |K147 1458-96]K147 Kyocera Colo
14| Durban f A Serialised Stock |DBN-A1 ‘Warehousq AREGO00377 |[AME0005  |K147 1458-961K147 Kyocera Colo
15| Durban / A sed Stock [DBN-A1 Warehousq AREGD00378 |[AMS0006  |K147 1458-96]K147 Kyocera Colo
16| Durban ,’ A Serialised Stock [George_Bin 'Warehousd AREGO00373 |AMS0001 (K147 1458-96]K147 Kyocera Colo
17| Durban A Serialised Stock |Intransit ‘Warehousd AREGO00374 |AMB0002 (K147 1458-96K147 Kyocera Colo
18| Durban HOP0OOL Hope Works [A Customer Machir CO0000020 Contract SIN3241354(K147 1458-96K147 Kyocera Colo
19| Durban j’ A Serialised Stock |DBN-A1 ‘Warehousq AREGD00328 |00040404 16-856 |Drum for SP1616
20|purban | A Serialised Stock |DBN-A1 Warehousd AREGO00358 |AB06001 17-856 |Drum for SP1717
21| Durban f A Serialised Stock |DBN-A1 Warehousd AREGO00360 |AB001005 17-856 |Drum for SP1717
22| Durban / A Serialised Stock |DBN-A1 ‘Warehousq AREGO00359 |ABO6002 2020-85qDrum
23| Durban ' A erialised Stock [DRN-AT Nvarehousd ARFGONN320 [ARD25 2020-85Drum -
Sheet | @) 4 y
Ready Display Settings B Bo- ] + 100%

e You will return to the Assets: All with Fees screen.

1. Select the Show Groups checkbox, then
2. Click on Excel.
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View Reports

b4 Assets: All with Fees - BPO: Version 2.1.0.69 - Example Company = m] X

}Hnmei Equipment and Locations  Contract FinanceandHR  Inventory —Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlites — & X

Sync | | R Shaw Groups q—“
Run Report — Save Layout Excel PDF

4| Format . b Export

Report: \
Data | Analysis \
Report Results : “
SiteMame  ~
TechnicianName | CustomerCode CustomerName | Status  MachineType ParentCode PareniType | AssetRegho  SerialNo ModelNo  PartNo  PartDescription
L
» ¢ SiteName: Cape Town (Count=3)

+ SiteMame: Durban (Count=3%0)

¥ SiteMame: Johannesburg (Count=1)

+ SiteMame: Pretoria (Count=45)

4

" Open Windows v | 05Jun2019

* The Assets: All with Fees spreadsheet will open.

1. Only a list of the Site Names will be displayed.
Next to each Site Name is the Count number of how many assets with
fees are in that site.
3. In front of each Site Name is an expand button. Click on one of these
buttons.
* In this example, the expand button in front of Cape Town

has been selected.
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-

D‘x’ Calibri
Egy -

Pafte - B U s

8 General i g} ’_;} %‘:'[;:1" : %Y p

. B7. g s &2 s Condtional Formatas Cell . Sorté& Find&
Formatting~ Table~ Styles- [E1Format= & - Fe o gelect -
Clipboard & Font 15 Alignment ] Mumber F] Styles Cells Editing A

Al o e TechnicianName v

[1Tz]/ A B c D E F G H 1 J K L <]
;-!»" 1 |Technicianh = CustomerC']Customerl\' Stat ~ |MachineType |~ |ParentCode ~ |ParentTt * | AssetRegh ~ |SerialNo| ~ | Mode[:' PartN _~ |PartDescription

2 |siteName: Cape Town [Count=3] -

+ 6 |SiteName: Durban !T:_ J“'

|+| 397]siteName: Joh @

EI 399|siteName: Pretoria |Count=45

445 A

o @

Sheet @® El »

Ready 3 Display Settings B mo- ] + 100%

1. The spreadsheet will expand to reveal the rows of all the assets with
fees linked to the Cape Town site (in this case 3 assets).

2. Close the spreadsheet when you are done.
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TECHMNOLOGTES VieW Re pOFtS

HS o -
Inset  Pagelayout  Formulas  Data  Review  View  Add-ins  Help  Team ) Tellmewhat youwant to do |& Share
- X T T e ol = § [ Fre- 3-89 O
0 B Calibri n A K 2 ab General ’_;} S i rad
Paste o . .9 s %38 Condtional Formatas Cell ., ., Sot& Find&
- Formatting~ Table~ Styles~ [=]Format- 4 Filter = Select -
Clipboard & Font ] Alignment fa Mumber M Styles Cells Editing A
B399 * F ¥
A B c 3 F G H 1 1 K -]
1 Tech nf ~ |CustomerC ¥ |Customerifame Ms_ = |MachineType > lParentCode L~ |ParentType | ~ |AssetRegN: - INo| ~ [Model - |PartNol ~ PartDé
2 |SiteName: Cape Town (Count=3)
3 A Serialised Stock |Main Bin-1 Warehouse AREGO00344 |AB999012 [SP2020 |SP2020 |SP202i
4 WES001 Westwood DynamigA % |Customer MachirIn Transit Bin CPT-01 [Warehouse 2020-10203|SP2020 |SP2020 |SP2021
2.5 HOP001 Hope Works A  |Customer MachirIn Transit Bin CPT-01 |Warehouse  |AREG000191 |2020-43259(5P2020 [5P2020 |SP202(
[+] B |SiteName: Durban (Cﬂunt:STO]
EI 397 SiteName: Joh burg (Count=1)
EI 399 SiteName: Pretoria (Count=45)
445
446
447
448
449
450/
451
452
453
454
455
456
457
458
459
460
461 -
| Sheet @® 4 »

Ready Display Settings B Bo- ] + 100%

* For more information about grouping and report customisation -

refer to the Report View manual.

MNU.079.001
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