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Click on Custom Reports

l*W Type 3 or more characters and PRESS ENTER
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Click the Add Button
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Table Created Actions

Report Name Description

Task by Type Report list work orders by type of issue. 3/20/16, 8:29 PM BEeoZn
Assets by Type Report of assets by Type. 1/12/17, 1:46 PM BoZn
Title | Assets Report of all Title | funded assets. 4/19/17, 3:11 PM BEOoZ B
Asset Inventory List by Site and Room Number Report list inventory by site and then by room number. 4/19/17, 3:18 PM BoZ R
Assets Not Turned In Alist of assets not turned in at school year-end by Site. 6/19/17, 10:44 AM BEoEZw
Assets Turned In A List of Assets that are turned in. 9/6/17, 3:39 PM BEOoEZE
Tasks By Related User Alist of task ordered by the related user. 9/6/17, 3:45 PM BEeoZE
Stolen/Lost Devices By Site A list of stolen/lost devices organized by site. 9/6/17, 4:53 PM BEeoZB
Open Repair Tickets Alist of all open tickets within the system. 9/8/17, 9:22 AM BoZnw
Open Tickets By Length of Time Open tickets within the ticket organized by the date they were created. 9/8/17, 9:25 AM BeoZnw
DHS Devices Mot Turned In Report shows devices that have not been turned in at DHS. 4]26/18, 8:34 AM BEeoZnw
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Select an Area of the System to Report
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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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Enter a Report Description
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¢ Dashboard Home » Reports > Add Custom Report » Custom Report For "Assets”
Custom Report for Assets
Report Name *
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Click on the Reports Fields
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¢ Dashboard Home » Reports > Add Custom Report » Custom Report For "Assets”
Custom Report for Assets
Report Name *
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Use the Select All or Deselect All to Update All Fields
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¥ Turned in? Select Some Options
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Pick the Fields You Wish to Display on the Report
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Home » Reports » Add Custom Report » Custom Report For "Assets”
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Click Generate CSV to Create a File of the Report Data
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Home » Reports » Add Custom Report » Custom Report For "Assets”

¥/ Held by User Job Title Select Some Options

¥ Assigned To Locations ID Select Some Options

¥ Assigned To Locations Type Select Some Options
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¥/ Held By Locations Type Select Some Options
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Click on Preview to View the Report

[*W Type 3 or more characters and PRESS ENTER
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