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Edit a Dashboard Report

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.

TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3

User : JudithM  24/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PC LOCAL |

1. The Dashboard Panel will be displayed.

2. Click on the chevron view node on the

3. Report Category with the underlying report you wish to view.
* In this image, Meters has been selected.
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TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3

User : JudithM  24/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PC LOCAL |

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.

TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3

2

= @

System  New Report

Reports
Dashboards a x
Pl -
2 Cal Centre ¥
= Meters 2
~ |= Meter Trend
= O o
o

= Contracts

User : JudithM  26/01/2020 Version: 1.2.0.3 TEST ALPHA -JUDITHPCLOCAL

* The selected report will be displayed.

e Data pertinent to the selected report will be displayed.
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@ Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.03 o
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Date (Month-Year) MeterDescription Usage (Sum)

Durbar Accessories Titan Group €00000185 2020856 20-1234T 2018 January Colour Meter 0~
Durban Accessories Titan Group €00000185 2020856 20-1234T 2018 January Mono meter 0
Durban Accessories Titan Group C00000185 2020856 20-1234T 2018 February Colour Meter 0
Durban Accessories Titan Group €00000185 2020856 2012347 2018 February Mono meter 0
Durbar Hardware ABC Shoe Co €00000183 5P2020 2020-567400 2018 January Colour Meter 3,000
Nurhan Harrware. 8RC Shoe Cn connnn1Ra senn 2n7n-57400 1R Tanuacy Monn meter 1000 "

| User:JudithM 24/01/2020 Version: 1.2.0.3 TEST ALPHA - JUDITH PC LOCAL |

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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Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.03
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Duban Hardnare 00000199 sw2AT 19256154 218 xne
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Ouber Hordnare coononise samAT 16256154 2018 September

| User: Jugihi4_26/01/2020 Version : 1.2.0.3TEST ALPHA - LUDITH PCLOCAL

A|

* 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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@ Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PCLOCAL - REPORTS DASHBOARD V1.2.0.3
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. . o
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| User : JudithM  26/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL. él

SET DEFAULT CURRENCY

* Click on Currency.
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| User: Judth26/01/2020 Verson : 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL

/él
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
@ Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 - o0 x
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| User:JudithM 26/01/2020 Verson: 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL A
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* The Dashboard Currency Settings screen will be closed.

Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.03 o X
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| Users Judthit 26/01/2020 Versen' 1.2.0.3

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.

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

For a new data item, create a new value.

Click on the current colour scheme of the selected value and

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

Palette.
Click on OK

Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3

= 4

[ one o =

Save Change Change
Name

Contacttentocston

Ty

@D?« ETMEQO

o Redo | Pvot  Gid  Char
|

Interval

ERE WY 4R

nsert

Y D& AXQ &

Cards Treemap Choropieth GeoPont Range _ Fiter  Images TextBox Gouwp | Duplcate Delete Covert Remove | Tie Curency EditColors Parameters
Mep  Mapsv Flter Bementsv v Tov  Dataltems

=N

Global Color Scheme.

(2 — i

Date Range Filter

etasare DaTA TTENS
Bied Contract Meter Read alu
|=1102/ 8% = L JiAe
- ] Blled Contract Meter Rea.

5] CategoryDesc e A

. 17 Meter Clicks Per Branch

EEEEEEEEERE|,,

] More Colors...

RawData

Stetame CategoryDe Customertiame. Contracttio
Durban Hardware Consoidated coonon1es
Duban Hardwrt Consoldated 00000199
Durban Hardware Consoidated coonon1es
Duban Hardware Consoldated 00000199
Duban Hardware Consoldated coonon19s
Durban Hardware Consoidated coonon199

Modeo
2020
SP2020ALT
SpavamaT
2020
Spava0aLT
sPava0aLT

Seriao
14256154
14256154
14256154
14256154
14256154
14256154

Date (Month-Year) MeterDescriptic Usage (Sum)
2us = K

| Ve b oS0 Vesons 1209 TEST A -ADIHRCLOGA. ]|

* The colour of the selected value will change.
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Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.03
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| User: Jugihi4_26/01/2020 Version : 1.2.0.3TEST ALPHA - LUDITH PCLOCAL
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CHANGE REPORT NAME

* Click on Change Name.

Meter Trend - 16/01/2020 - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.03
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| User: Judthi 26/04/2020 Verson : 1.2.0.3 TESTALPHA-JDITHPCLOCAL |

2. Delete and type in the new report name.
Click on Save.
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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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e Edit a Dashboard Report

@ ‘Meter Trend Default Report - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 - o x
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| User: Judth26/01/2020 Verson : 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL

g
1. The Change the Report Run Interval ill be displayed
2. Edit the interval.
3. Click on OK.
@ Meter Trend Default Report - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 =]
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| User: JudthM 26/01/2020 Version : 1.2.0.3 TEST ALPHA - JUDITH PCLOCAL |

* The Change the Report Run Interval screen will be closed.
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Edit a Dashboard Report

Meter Trend Defauit Report - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3
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* Click on Clone
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A|

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.

Help v2.5.1.4 - Pg 12 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



e Edit a Dashboard Report

3. Report Category: Click on the down arrow and select the required cat-
egory.
4. Click on Accept.

Meter Trend Defauit Report - TEST ALPHA - JUDITH PC LOCAL - REPORTS DASHBOARD V1.2.0.3 - o X
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/ﬂ_l
* A Process Validation screen will pop up telling you;
e Success.

¢ Clickon OK
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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?
* Clickon OK
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e Edit a Dashboard Report
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* A Process Validation message will pop up telling you;
* Save Successful.
e Clickon OK.
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* The Process Validation screen will close.
e 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.
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* A Process Validation message will pop up telling you;
e Save Successful.
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Edit a Dashboard Report

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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