\(é) Custom Reports Jun-22

This is for reports that collate information from different registers into one report and are created by the Safetyminder
team. They can be created and saved on a regular basis for different periods and work like a simplified Job Doc.

Contact us at support@safetyminder.co for more information.

1. Click =222 '120)] to create a new report.
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Select the Report Template.

Select one of the date options or select Custom Dates & enter the period you wish to report on.

Click [R5,

Now you can click Setup icon to generate the report — see above.
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The report will now be display on the screen, enter any data required into manual data entry fields.

6. Click [®{ZNIM1¥:NF] if you need to make further changes to the data or registers.

7. Click m will lock the report.

8. In Draft Mode you can click edit and setup to change any details.

9. Once the Report has been signed off you can email, copy and print it.
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