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Select ALL COMPANIES,,f'r'om the drop down (unless you know that you assign reports to a specific
company). You will now see a category list on the left hand side.
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To find you report location click on ALL HIRE — ACTIVE JOB then choose any of the sub categories
that you use, (from the bottom list), and a highlight a report.
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You will now see the path where your reports are stored in the
after the last \ which ends in .rpt. This is where you should save the report(s) you have been sent.
NB — make a note of / copy this if you need to create a new report.
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To add a New Report you need to go into reports maintenance and select ALL COMPANIES exactly

as above.
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After then selecting a type and category you need to press the O button at the top of the screen.

You will have been give the information you need to fill in the rest on the email you received the report

attached to.

Start by setting the TYPE.in the top drop down, then select the CATEGORY, (or type a new one in if
there are none that are apphapriate). g
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Add a NAME (this is what you will sg,e’iﬁ the list) and a DESCRIPTION (to tell you what it does).

Now you need to select the [ep’6rt.
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IT IS IMPERATIVE THAT YOU USE EXACTLY THE SAME PATH TO THE REPORTS THAT YOU
FOUND IN THE/QR’ANGE BOX PREVIOUSLY.
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button to go to the search screen.

www.tssweb.net



TSS all Hire Software

SAVE / CREATE REPORTS

I B
—
¥ Open ® & " l&]
@Uv|£ 3 Comput_er v Local Disk (C:) » - | g | | Search Local Disk (C:) 2 |
— -
Organize + Mew folder == - .@.
4 7 Libraries 0 Name : Date modified Type Size
> 3 Documents . s - .
J' N . allHire 16/04/2013 11:46 File folder
[» !
p_”s'c | B Instal 10/04/201312:43  File folder
> = Pictures
é o J Intel 12/12/201215:15 File folder
[»
B |I =0 | msI 12/12/20121514  File folder
[»
- Ce = | NVIDIA 12/12/201215:30  File folder
418 Computer
. o pID' c) J Perflogs 14/07/2009 04:20 File folder
I :
] Lml Dfsk o | Program Files 18/10/201315:34  File folder
» ocal Disk (D:
‘j DUD RW Drive (£ Audio CD | Program Files (x86) 19/06/2014 13:43 File folder
> rve (£ udio =
3 (A\19216812) (9 3 . Sage Instant Payroll 02,/07/2014 08:55 File folder
[ . L H
= :HSEK\:Q; 169.1) 09 | tss 04/07/201411:49  File folder
» ¥ share 16811) (Z:
= ] J TS5 Install 20/05/2014 12:27 File folder
> My Web Sites on MSN L .
G N " USB 21/03/2014 14:31 File folder
> etw <.
@? c m| NI S Users 16/04/20131212  File folder
> ontrol Panel R te
S RecvdeBin | ] T usr 26/06/201317:35 File folder
& RecycleBin | | TSs~l
—/ lsa A Windgwse..__ 7/04/201413:56  File folder
File narme: $~\ ~~~~~~~~~~~ - ’Crystal Reports (*.rpt) v]
“\\ ~~~~~~~~~~~ ’T& Open |v] ’ Cancel ]

S

Browse to the folder you need. It may be neceégafy,gp go through NETWORK on the left hand side to

find the correct machine. .
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If you copied the file path earlier, you can paste it intq,thé/FiIe Nae box at the bottom.
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When you have the correct report press the Opé'ﬁ button.
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This will fill in the orange box with the path to the report. (This may be long and complex or very
simple — it doesn’t matter as long as it is the same as your other reports.)

If you have been told to enter any variables, these go in the grid at the bottom and you will have the
details in the email.
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For example, your email may have said that you require the variables:

SDate Start Date DATE
EDate End Date DATE
The first column goes in the Variable, the 2"in Prompt and the 3%in Type (this is a drop down box).
If you have a 4™ column, enter the contents into the Extra column, but this is unlikely.
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It is important that you enter the variable inforrr}";'ition EXACTLY as you were given it or the report may

NOW PRESS THE E BUTTON TO ADD THE NEW REPORT.
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