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• Report Basics

• Advanced Filtering

• Themes Management Best Practices

• Automated Report Creation

Agenda
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• Essentially an exportable view of your 
data in template form

• Pre-Built and Customizable Templates

• Report Template Formats:
• Columnar (pdf or CSV)
• “Paper” Form
• Graph (Time or Distance)
• Summary

PCS Reports Overview
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Report Types
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Configure layout themes

Paper Setting Pro Tips:

• Set maximum paper 
size

• Adjust ‘Min’ Font Size

• Show record counts

Customize what you see
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ad hoc /ˌad ˈhäk/

Adjective Created or done for a 
particular purpose as necessary.

Permanent Filters persist

Change captions to plain text

Ad Hoc vs Permanent Filters
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‘And’: All conditions must be met ‘Or’: Any condition may be met

AND vs OR Filters
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‘And’ & ‘Or’ Groups
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Dynamic Date Filters
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Save all configurations to a 
custom report, including:

• Layouts

• Permanent Filters

• Sorts

• Print Options

Then click one-button to reload 
your save report

Public ( ) or Private ( )

Build Custom Reports to Minimize Clicks
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Clean up custom themes 
periodically to:

• Improve report 
consistency

• Streamline report 
menu selections

Or hijack private reports 
for public use

Themes Management
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• Automate any Public columnar 
report

• Include custom business rules for 
frequency and distribution lists

• Accounts for hierarchical 
security– the same report can be 
run for any PCS user

• Include non-PCS users as well

Email Reports
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Thanks for attending!


