Importing Reports From Old Report Writer

If you have any reports in old Report Writer you can import them into the new
Reporting Module
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ReportID Report Name $ Author Visible to & Created $ Updated & Exported &
128 #27 List of Buildings Jamie Thorley 25 Only me 30-May-2024 30-May-2024 Never Exported Y
116 My First Report Jamie Thorley 24 Only me 29-May-2024 29-May-2024 29-May-2024 (i)
ns #35 double deskers Jamie Thorley 2a Onlyme 29-May-2024 29-May-2024 Never Exported (1)
109 Chargeable Area Report - LATAM Jamie Thorley 2a Onlyme 22-May-2024 22-May-2024 Never Exported Ce
108 Chargeable Area Report - NAM Jamie Thorley 2 Onlyme 22-May-2024 22-May-2024 Never Exported e
107 Chargeable Area Report - EMEA Jamie Thorley 23 Onlyme 22-May-2024 22-May-2024 Never Exported (iKY
106 Chargeable Area Report - APAC Jamie Thorley Za Onlyme 22-May-2024 22-May-2024 Never Exported (IS
105 Employee List Jamie Thorley 2a Onlyme 22-May-2024 22-May-2024 Never Exported Ca
104 Building List Jamie Thorley 2 Onlyme 22-May-2024 22-May-2024 22-May-2024 Ce
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2  To begin, click "IMPORT"
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3 From here, you can select all of your reports

Import from Report Writer

Select reports to import into My Reports

(@ Reports are visible to Only Me - you can change the visibilit

. Report ID Report Name Descrif

O 27 List of Buildings

O 33 employee departments
O 34 Employee List

O 35 double deskers

4  Orindividually select reports.

(@ Reports are visible to Only Me - you can change the visibili

O Report ID Report Name Descri|
O 27 List of Buildings
O 33 employee departments

34 Employee List

35 double deskers
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5  Once you have selected your reports, click "IMPORT REPORTS"
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6  Anyreports you import will appear at the top of list

ReportID % Report Name % Author % Visi
129 #34 Employee List . Jamie Thorley 2a
128 #27 List of Buildings Jamie Thorley 2a
116 My First Report Jamie Thorley Sa
115 #35 double deskers Jamie Thorley 2a

109 Chargeable Area Report - LATAM Jamie Thorley Sa
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