Module: m/08/120
"Setting the report properties...”

@ Report properties are generally different on each report.

This module shows the user how to modify report
properties. Once the user understands the principles
behind this technique, experimenting with the properties
of new reports becomes less challenging!
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1. Select the Report Quick link
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Agenda Summary

or, select File, then Reporting and click on Reports...
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Absence Management. .. ease select from your agenda options liste
Adjustments... V Online Information

Qlimeware® Community, latest news &

Realtime Locator...

Reporting >| L Reports...

Export > ‘ Working Time Regulations. .. 1

Log OFF - admin [=][8] Dutstanding absence and holidar
| Exit Alt+F4

| Adjustments

timeware
OPERATOR

Training module: m-08-120 Setting the report properties...



imeware

workforce mar

-]

ST e et
\agement solutions

timeware® Reports

Report Templates

2. The Accessible Reports appear on the right side of the report screen.

Accessible Reports

® Do not show hidden reports and folders
O Show hidden reports and folders

‘LLjReporls and Folders
[#[7Absence and Holidays
[#-[~jAccess Control
[+ [7Attendance

= Bespoke
Personnel

|- Reports and Folders
{ | Archived Hours
Match day steward report
[ | Monthly Absence and Holiday Chart
Pay Period Totals
[ | Planner (Detailed)

o oo

timeware® Reports.

Report Templates

3. <Right-click> on the report and select Properties...

Accessible Reports

® Do not show hidden reports and folders
‘© Show hidden reports and folders

[~ Reports and Folders
([~ Absence and Holidays
#{[JAccess Control
- {[7jAttendance
=i Bespoke
[|Personnel
[]Planner
{7 Rl Cal
[+ System

+
5
*

(" Reports and Folders
| Archived Hours
‘é Match day steward report
| Monthly Absence and Holiday Chart

(| Pay Period Totals
[”| Planner (Detailed)

o oo

[ New Folder
W
O Delete

Example

Print preview...

BEA

Print

. Add to Favourites

Rename...

Properties...
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4. Selecting Information displays useful details such as version, date
modified, author and comments. These fields do not affect the ranges,
sort order or appearance of a report — they are used for support
purposes only.

Report title: Hours Report

T

This option displays information about this report (read-only).

Settings

Reportidentiy: 10/0001 Plann [=]
Version: 10

Date last modified: 14/01/201110:38:32

Template locatior: ..\Planner\Planner.rpt

Author(s) Joe Hardwick

Keywords (search feature):  daily schedule.roster,planner
Comments: Employee Based daily schedule, with planned schedules and absences

LCancel Ok

5. Selecting Range and Sort Order enables the user to specify date ranges
and the employees to include in the report.

__Report Properties

Reporttile: Hours Report

/= Options [Range and Sort Drder
Information ey
Range and Sort Order S 2 2
s This option sets the range and sort arder that will be sed in this report

Settings
Include Range -
Range:  Date range -

Selection.

Range:  Employees

Selection...

] ne | Known As g
] 5 John McKes 500 -
7 Elizabeth McKenna, Elizabe
“ 17 Charlene Magil Magil, Charlene 5003 <
O 18 Helen Dawson Dawson, Helen 5004 =
O 19 Wiliam Doyle Doyle, Wiliam 5005 -
v 2 Andrew Pearson Pearson, Ancrew 5006
0 21 Jennifer Parkinson Parkinson, Jenn 5007 @ ok
< | 2

The Sort Order determines how the ranges are grouped together.

Order by: [Last name -

Order:  Ascending
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6. Selecting Appearance enables the user to personalise the report even
further:

a. The user can specify Portrait or landscape .

b. On reports that display a time amount total, it is possible to
specify whether the total is in decimal (hh.mm) or hours and
minutes (hh:mm).

It is often possible to exclude certain sections of a report and to
eliminate page breaks. [t is generally recommended that the
user keeps the defaults specified by the report author.

Report Properties @

Report title: Weekly Hours Worked

|=]- Options
Information
Range and Sort Order

Appearance

Overview

This option allows you to define the appearance of this report. Click here to (restore) report appearance defaults.

Settings
4l
{® Default
QO Portrait
) Landscape
{® Hours and minutes
O Decimal
Advanced
-1[¥] Page header
Keep together
[ New page befare
[ New page after
-1{¥] Group header #1 (Do Not Alter!)
[ Keep together
[ New page before
[ New page after
-V Group header #2 (Do Not Alterll

¥

LCancel

7. Finally, click<OK> to save the modified Report Properties.
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