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E Reporting Good Practice Guide

Amending a Template:
Re-naming, amending the report and
adding further data
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Changing the name of a report
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Amending a template
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Amending the report

The template opens with Edit Report highlighted, this means you can make

changes to the structure of the tables that will be seen in the report output
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- Amending the report
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Amending the report
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Amending a template
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How data I1s extracted
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How data I1s extracted
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How data I1s extracted

&7 Result Ohjects

| 1 Conkract Mumber

=1 Mame or Company Mame | <& Mumber of FP17s

i

v

of Query Filkers

and

of" Range of Schedule Year Manth (MM |

|“]j" G045 and PDA Conkracks Only (Filker)

A template/report should
always have a dimension
and measure i.e. a name
of something , the count of
how many there are and a
filter restricting the time
period of data that is
returned




How data I1s stored
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How data is stored
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To add more data
to a report must be
in Edit Query
mode

/Click on the

expand button to
select the data
to add

Adding data to a template
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Adding data to a template

Data | Properties
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Adding data to a template
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Or “drag and drop” the data
from the Data into the query




Adding data to a template
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Therefore now we will
return the number of
FP17s and UDAs for
each contract

To remove data from the query :

Highlight it in the results query and
press delete on your keyboard
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Drag and drop it from the Results
objects back to the Data list
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Adding data to a template
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Adding data to a template
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Adding data to a template

Data il Enter Your Report Title here
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Adding data to a template

Range of schedule months requested from December 2010 to January 2(

Range of schedule months returned by the system from December 2010

January 2011

Contract
HMumber Mame or Company Name

KI' he data needs to be inserted into
the report in the correct place. The
thick blue line will indicate where
the data will be placed. When

happy with this release the mouse

and the data will appear
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Adding data to a template
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Adding data to a template

Enter Your Report Title here
Range of schedule months requested from December 2010 to January 2011

Range of schedule months returned by the system from December 2010 to
January 2011
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Sorting the data

The number of UDASs per contract can be sorted. Highlight

the column of data you want to sort , then click on 2} - @
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Savin(.) the amended template
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This is to save the template and not the results when the report has
@ been run. To save the results click save to my computer as. - -
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