
Reports

There are a lot of standard reports built into the database, if the administrator has 
given you access to them you can obtain reports by a variety of criteria.
- Company
- Contacts
- Time/Expense
- Projects
- Billing
- Calendar

There are a large number of standard reports as shown, in addition you are able to  
create and save Custom Reports.  You can determine who will see the Custom 
Reports you have created

Standard 
Reports

Custom 
Reports

If there is a report you would like and it is not available if the data is in the 
database a report can be produced.  
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To produce a report the procedure is:
Choose the report you want, then select the criteria you would like to add to the 
standard report.

In this example we will pull up a report on all Projects in the system that are under 
the category of Tender

Export

Project List

Tender

Once you have selected the criteria you want the report created under click “Run 
Report”  You will be taken to this screen
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In order to print this report click “Continue” and you will be taken to you normal 
print screen.

You cannot click on a line item to go to it as this is a report only.

Export to Excel or Word
Some reports have an Export button on the screen, if you click on this and click run 
report you will be able to export data in a variety of formats as shown here.
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