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Creating a New Report — WBS Wizard

It is important to plan out your report before creating it. You should ask yourself the following
questions: -

a) What fields do I want to report on

b) What screen will I find those fields in

Click on Reports (menu bar)

1.
2. Click on Create New Report...
3. Click on Next>

]

. Wiztec Business Suite Repont Wizard

Thiz wizard will help vou create & new report and add it
torthe list of standard reports.

To begin click the button labelled Mext.

Cancel |

4. Select Use This Report Wizard
5. Click on Next>
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10.
11.
12

select Report Method = x|

Fleaze select how pou would like to create pour new repart;

{+ lsze this Beport Wizard.;
Iz thiz option to quickly and sasily create a new report fram
acratch.

{~ Create a new report based on the following report:

| 5

LIz thiz option to create a new report that iz similar o an existing
repork,

{" Create a blank report and use the Beport Designer
Ll ¢e this option ta create a report from seratch, Thiz method is
mare complicated but is more flexible.

? Help | ¢ Back | Mest = I Cancel

Under Available Sections, select the screens that contain the information you want to
extract (e.g. Master Details)

Click on the Add button

Stage 1 of 4 - Select Sections = x|

Yhhich Sections of \Wiztes Business Suite would you fke to repart an?

Select the sections from the list of available sections and click: the ' button,

Available Sections: Selected Sections:

Interview Azsessment taster Details
Interview Details

Lateness

Ligt of Groupz

Managers and Subordinates

Medical Histary

Motes _vJ

? Help | 4 Back Mest Cancel

Repeat for each screen you want to include

Click on Next>

Select the field(s) you want to extract from the tables you selected (e.g. Employee Number)
Click on the Add button.

Repeat for each field you want to include
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Stage 2 of 4 - Select Fields
‘Which Figlds would pou like in your repart?
Select the fields from the list of available fislds and click the '>* buttan,

HINT: Use the up and down arrow buttons an the right to get your selected fields in the order that y
would like them to appear on the report,

Use the red arrovy buttons to arrange the
fields in the order they will appear in the
report

Available Fields:

Master Details. Currency
Master Details. D ate of Birth
Master Detailz.Date of Leaving Master Details. Surname
Master Details.Days Served Master Details. Divizion
Master Detailz. Department Master Details.Date of Jain
Master Detailz. Driving Licence

Master Details. EMail Address LI

? Help | ¢ Back |

13. Click on Next>

14. Select the field you want to group the extracted information by (e.g. Department)

Do not use the grouping option if you are merely looking for a list report. Skip this step and
click on Next >

Selected Fields:

Master Details.Employes Mumber + |
Master Details. Forenames

Mest > | LCancel |

Stage 3 of 4 - Select Groups x|

Which fields would you like b group sour report by?

Grouping records displavs headers and footers around records that have ke values. T his clarifies
report, &.g. you may wish to grioup abzence records by the department in which they occured.

Select the fields fram the list of available fislds and click the ' button,

Auailable Fieldz:

Master Detals. Emplopes Humber
Maszter Details. Forenames

b azter Detailz. Surname

Mazter Detailz.Date of Join

Selected Groups:
Maszter Detailz. Divizion

4
K1

? Help | ¢ Back Hext s |

Cancel |

15. Click on the Add button
16. Click on Next>
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17.
18.

19.
20.
21.
22.
23.

Stage 4 of 4 - Name the Report

The final stage is to name vour report and add it to the list of existing reportz. - T hiz will enable
wou ko quickly zelect the repaort in the future,

Heporting Repart Mame [8 characters maximun);

Iempdiv

(] Eep arks
21 Abzence Reports . |
-2 Accident Reports Repaort Title (50 characters masimum);

L £ &ppraisal Reports |Ermployee By Division

I 21 Benefit Reports

- 03 Career History Reports Section under which the repart will appear;
-1 Compary Car Reparts
23 Education Reports
23 Exit Interview Reparts Create Mew Sechion |

'? Help | ¢ Back. | Mest = I Cancel

Type in a name for the report (e.g. deptpay). This is the name the report will be saved as.
Type in a description for the report (e.g. Personnel Pay Details by Department). This is the
description that will be displayed in the Select Report dialog box.

Select the folder where the report will be stored (e.g. Employee Reports)

Click on Next>

Click on Finish

Click on the Preview Report tab

A Confirm message box may appear, click on OK







