Generate Custom Reports 4\, ONE TO ONE
w?PLUS

This guide outlines a simple process for creating custom reports, helping users tailor,
save, and export data for analysis. It's a valuable tool for improving data insights and
decision-making.
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2  Select "Custom Reports".

HOA 2101041 @ &

Home > Dashboard

Dashboard

© Tab seiections will be stored for future visits.

& Tickets 0 Assels & Users B Locations

Open Tickets by Queue Open Tickets by Site Open Tickets by Type
Open Tickets by Assigned Technician

ars, 16

Ny Fomoty Mergan. 17
2 Help Desk

:

TR SR ———

Too.3
Qams. 3

E-Ad [sE-B & [sE-A &

Tickets by Status Tickets by Closure Type Outstanding Tickets by Time

° Watgan Fara &

cavx cavyr ) davx cavx

B standard Reports

B+ Quick Exports.

B schedulea

3  Select "Add".
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4 Select a "Report Type" to create.
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5 Enter a "Report Name" (this will save the report so that it can be accessed from the
main custom report menu).
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6 Enter a report "Description".
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7  Select "Report Fields"
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8 Click "Select All" to select all or deselect all fields.
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9 Pick the fields you wish to display on the report.

AN
&3 vemoe

& Dashboard Home > Reports > Add Custom Report » Custom Report for “Assets” HOAM Z1010A1 @ G

Custom Report for Assets

Report Name *

= Students 5 Description

1l Locations Ml — Report Fields

Field Values

2 Help Desk

& select All
#% Paris >
/] l L
P— Ml @ serial number
Reports
Mac Address

B  standard Reports.

Model
B cCustom Repons

& aucxepons 8 Tumed in?

M schedulea
B, Settings s Turned in Date

Purchase Order



10 Select "Save" to save the custom report.
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11  Select "Generate CSV" to create a file of the custom report data.
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12  Select "Preview" to view the custom report.
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