Project Commander  HINTS & TIPS
Create your own Reports

You can create your own reports and add them to the Reports menu.

HOW TO USE ..

15. Create your own Reports
You can insert new (or hide existing) columns into any existing Report. These changes are retained in the current file when saved. If you require all future projects to have access to these new formats, you can save the new Reports as a user default and also customise which ones appear in the Reports menu and on what position on the list.

It is possible to change the content of an existing report. By default all Reports will show all tasks and show resource/cost data for all tasks.

To change an existing Report, select the RESOURCE menu, EDIT
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Click on the down arrow for GROUP. This list mirrors the Reports menu. 

You choose the Report Category and it lists the individual reports under that heading.

To change the content, highlight the Report and click on the PROPERTIES button.

Where certain functions are not available on that report, the boxes will be greyed out.


This allows you …

· to create a customised title heading

· change the colouring system used

· change the View By option

· prompt for a Start Date

· show a defined report duration

· change the filter and sort options 

You can change the Resource /Cost options on those type of reports – but most of those are covered by the Report Wizard that appears at the start of the Report.

In order to create a new report from scratch, select the REPORT menu, NEW REPORT WIZARD. Then follow the screen…..

· Click NEXT

· Give the Report a Name

· Choose the most appropriate category – if you want to choose any column – click on CUSTOM

· Then ADD each column to the report. If you require a barchart, you must add the CHART to the report. You will see the columns appear in the screen page behind as you add them.

· By default. it will add the named report to the Report menu, under the Custom category.

You can include new columns in any new/existing view or hide others and this will be saved with the file.

You can customise the Reports menu (select the RESOURCE menu, EDIT) by using the GROUP and the list on the left. 
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