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To setup a pre configured report. 

1.) Go to Shift reporting packaging which can be accessed threw the Reporting Package section on 

the main Web Interface page. 

 

2.) Click on the Pre Configured Reports button.  

3.) Select Edit Pre-Configuration reports link. *If the link is not available, consult you administrator 

for access rights.  



4.) To add a new report click on the Add button.  

5.) Select a report name; this is what the report will be listed as. 

6.) Choose a report title (optional) this is what the report header will be and will replace the report 

name. If left blank the report name will be used as a default. 

7.) Optional String section is only used in special cases. ( skip this step)  

8.) Make report Viewable: Select who you want to be able to view this report. 

9.) Dates: Select whether you want 

A.) Offset: (recommended) this gives you the option to choose then amount of days, 

weeks, months etc... From the current day to the date you want the report to cover. 

B.) Hard Dates: Sets specific dates to be covered on the report. 

10.)  Select the source of data: The choices are modules or groups 

a. Selecting modules will allow you to pull all information on that selected module. In 

some cases this might be to much information in which you will want to choose groups 

b. Selecting groups allows you to pick specific information from one or more modules  

Ex: You can choose all maintenance alarms only 

Groups allows you to better filter the information you want on this report. 

11.) Time Period: This allows you to choose what time period you need to cover, you have 3 options 

A. None- No specific time period 

B. Full Day - By Day  

C. Shifts- By specific shift 

12.) Compare by: This is an additional option that may be used to compare selected options. This is 

not supported by all reports and is optional. 

13.) Reports: Select which reports you want information on. See information on report suites for 

further detail. 

14.) Fixed Reports: By selecting the fixed option on any of the sections (9-13) will not allow the user 

viewing the reports to modify the parameters  

15.) Select the save button. This should save and add the report to the pre configured reports list  

16.) Select the done button to return to the pre configured reports page.  

17.) Select the report, hit submit to view and verify the report is setup correctly. 


