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E Reporting Good Practice Guide

Amending a Template:
Duplicating reports, queries and
copying tables

Supporting the NHS5, supplying the NHS, protecting the NH5
MNHS Dental Services is a service provided by the NHS Business Services Autharity




Duplicating a report
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Duplicating a report
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Duplicating a report

FP17s by Schedule Month
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Type the name of the report and press enter/return '

R.ename Report ek eas T e S

N 1 L 72 v e e s s osssnon | IREMIENEIEIETEIEE |

Insert Report (- — :.':h:..:.:;:r:"""“""“'”“""""" “““““ N _

*"'—_' o e e - Eg i = =" %'l'

Duplicate Report R - E-- 2 i
= = General
Delete Report Name FP17S by 5.,
Mowve Report S e—— o ' Docurment Properties  Ackivity Sk, ..
—| Appearance

I3 Document Properties The report name will Change

‘ Report 1 FP17s by Schedule Month




Duplicating a query
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Duplicating a query can

be useful when you
want to change
elements of a report, a
copy allows you to add
further data without
compromising the
original findings
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Duplicating aquery
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Duplicating a query
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Duplicating a query
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Duplicating a query
When the queries have run you can choose how the new data is shown in the report '
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Copying atable
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/Copying a table
again allows you to
experiment with the
format or content of
a table without

loosing the original.
It can also be used
to create a graph




Copying a table

o eI Place cursor on the border of
Schedule Month (WYYMM) Humber of FP17s
201008 19,470 the table
201009 18,480
201010 22,324
201011 20,940
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/Right click, select copy, then
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want the table, right click and
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Moving a table

Moving a table is useful when adding other elements or formatting a report l

E5-:m=.ﬂu|e Month (YYYYMM) Number of FP17s +<—=| Place cursor on the border
201008 19,570 of the table
201009 18,580
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B

/Left click so that the table
border becomes grey
then drag the table to
where you would like it
then release the mouse

Number of FP17s




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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