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1. Introduction
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2. Report Centre

2.1 Selecting a Report
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Project Reports
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See your Bijingo Administrator if the report you want is not in the list. They may be
able to design it for you.




2.3 Modifying Report Criteria
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é A Word on report criteria

Report Criteria is sensitive to the type of report being run. For example, if you want to
run a resource type report, the selection criteria for the report will focus on resources. Filters, Date
and Display options may also differ from report to report. The examples displayed in this manual
are a typical, but not definitive, guide to selection criteria in the report centre.
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Repurts] | Data Selection | | Filters | | Date Options | | Formatting Opticms|

[ High Level Project Reports

Report : ‘ Default Project Report V|

Report Type : Detailed

Description :

Grouping : Mone

Sorting : Priority Descending

Columns : Project Name, Status, Project Code, Stream, Project Lifecycle, Owner Name, Project Duration, Date Started, Date Due
Active & Yes

Show inactive reports :

H+
My Reports

il
5}
[T

Cancel H Next == Screen ¥ || Run Report || Save As New Report
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A A Word on reporting rights

Reports produced in the Report Centre utilise Reporting Structures (refer to the
Coding & Reporting Structures Manual) for authorisation purposes and the selection of
projects and resources to be reported on. Reports generated from the Project Menu
will only report on the selected Project by an authorised Project Manager or Project
Administrator
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RenoﬂS”Data Selactinn”F\ltersHDate OptlonsHFormattmg Optlans‘

Data Selection

Structure : ‘Organisation Structure +
Select Position : 1 Organisation

[@ ] Al projects in the selected position

Include all children belonging to the selected structure position
Project Status :

Project Priority @

Selected projects

| <<pPrevious ||  Cancel || Next>> Screen || RunReport ||  Save As New Report
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Reporls‘ ‘ Data Selectionl Filters |Date Opt\unsHFormatting Options‘
Report Filters
Select Sections © My Header la My Header [a
Lifecycle Lifecycle 1
Resource Hours Summary Resource Hours Summary
Cost Summary for Period Cost Summary for Period
Cost Summary To Date Cost Summary To Date
Total Cost Summary Total Cost Summary
Project Log Comments Project Log Comments
Resources Resources
Key Issues Key Issues
Key Risks E‘ Key Risks lz‘
Resource Hours Summary
OowS ©
M
Cost Summary Rows :
<< Previous ||  Cancel || Next>> Screen v || RunReport || Save As New Report
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RepurtsHData Selection ||Fi|ters‘ [Date Optiuns”Furrnatting Optiuns|

Date Opf

Timeframe Type : Fixed Dates v
Period Ending : 2007 | A
Date Format : dd/mmiyyyy |*

Display Times (where
available) :
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A word about Moving windows
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2.4 Saving Report Criteria
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3 My Reports
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3.1 Running a “My Report”
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3.2 Changing “My Report” Criteria
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4. Designing Reports
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Default Reports

Bijingo has a number of default reports, which are shipped as part of the product.
These reports cannot be modified or deleted, but they can be copied and the copies of
these reports can be customised.

4.1 Report Console with Design Options
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4.2 How to Update an Existing Report
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Report Designer Detail Screen
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4.3 How to Make a Copy of an Existing Report
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Report Designer Detail Screen
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4.4 How to Delete an Existing Report
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Report Designer Detail Screen
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4.5 How to Design a New Report
Planning Report Designs
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Step by Step approach
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Adding Columns to the Report
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Editing Columns in your Report
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Edit Options

See the section on Sorting & Grouping etc for more details on the available options.
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Deleting Columns
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4.9 Grouping & Sorting
Sorting

)

Sorting on more than one column

If you mark more than one column for sorting in your report, the column that appears
first will be the column sorted first in your report.
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Grouping on more than one column

If you mark more than one column for grouping in your report, the column that appears
first will be the column grouped first in your report.
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Adding Detail to “Display in Group”
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4.10 Customising Your Report Layout

Changing the Order of Columns
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Options Formatting Data
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Not Displaying Totals
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Spacer Column
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5. Setting your Reporting Rights
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