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1 Getting Started

1.1 Logging On
Double-click on the E-Report icon to access the Logon screen.
E-Report requires a Username and Password to be entered before access is allowed. This is to:

e ensure that the correct data is made available to individual users,
e protect the integrity of data stored, and
e ensure that the correct security settings are applied to prevent misuse of the system.

Logon Screen

| e-report - Electronic Inspection Reports,

File Help

RSAY

Login Name

Password

1. Enter the login name and password (as provided by LMP or the System Administrator) into the

appropriate boxes.
Where a secure internet connection is required, place a tick in the "Use secure connection" box.

2.
3. Click Login.

NOTE: Usernames and passwords within E-Report are not case sensitive — "M.BROWN", "M.Brown", and "m.
brown" are all valid. However, the use of punctuation, or spaces between characters, is relevant and where

applicable should be maintained.
1.2  Exiting E-Report
To exit E-Report and close the program, either:

e Select File > Exit from the Menu Bar, or
e Click the cross in the top right hand corner of the screen.
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4 E-Report

1.3 Screen Layout

All screens within E-Report share a similar format:

ot Electrone) == =)
- —— ——— Menu Bar Tool Bar pr——
File View ToolBars Utilities Help
Today . Alert i’? History A Dates u Graph )Qz/ Search f/ Loc.
- ““ -

| Email Batch Save Batch | @ﬂmch &Erint

Today (21 Dec 2010)
Reports received in the last 14 days =6

<Click here to refresh Alert screen> Data Area

Date Received

Date Received 0 | ltem |d |User Ref |Exam Date |Desmpﬁon |Seven'nr

(=] Date Received : Today
21/132/2010 LASS 20/13/2010 ELECTRIC PASSENGER/GOODS LIFT Observation
21/12/2010 LX1 20/12/2010 ELECTRIC PASSENGER AND GOODS LIFT Observation

(=) Date Received : Last Week

17/12/2010 BBM14 14/12/2010 STEAM GENERATOR Clear
ROOM 5W2

15/12/2010 BAG35 ROOM NSG.37 10/11/2010 NITROGEN RECEIVER Clear

15/12/2010 BAG35 ROOM NSG.37 10/11/2010 NITROGEN RECEIVER Observation

e Menu Bar - this consists of File, View, Toolbars, Utilities and Help menu options and remains static
throughout E-Report.

e Tool Bar - the main navigational point within E-Report. Click on a Tool Bar option to move to that screen.

e Data Area - information requested from E-Report is displayed in the Data Area. Data displayed, and
actions that can be carried out on the data, vary from screen to screen.
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1.4 Today

After logging in, E-Report will open onto the "E-Report Today" screen:

‘g S
File View ToolBars Utilities Help
@ Today . Alert i’% History % Dates Graph )J;E/ Search ¢
b4 k3 Y i
| Email Batch Save Batch | @ﬂmch &Erint |
* <Click here to refresh Alert screen=
Today (21 Dec 2010)
Reports received in the last 14 days =6
Date Received 7
Date Received © | ltem 1d |User Ref | Exam Date | Description | Severity
(=] Date Received : Today
21/12/2010 LASS 20/12/2010  ELECTRIC PASSENGER/GOODS LIFT Observation
21/12/2010 X1 20/12/2010  ELECTRIC PASSENGER AND GOODS LIFT Observation
(=) Date Received : Last Week
17/12/2010 BBM14 14/12/2010 STEAM GENERATOR Clear
ROOM SW2
15/12/2010 BAG35 ROOM NSG.37 10/11/2010 NITROGEN RECEIVER Clear
15/12/2010 BAG35 ROOM NSG.37 10/11/2010 NITROGEN RECEIVER Observation
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The Today screen is E-Report's equivalent of an email inbox. As reports are received, summary details are
displayed on the Today screen. Reports that have not been read display in a bold font making them easily
distinguishable from those that have been read (normal font):

File View ToolBars Utilities Help

Today . Alert =% Dates Graph )‘;z./gearch r .
b 4 2 = t F
| Email Batch Save Batch | @ Batch & Print

RSAY

Today (21 Dec 2010)
Reports received in the last 14 days =6

<Click here to refresh Alert screen>

Date Received

Date Received | item 1d User Ref | Exam Date | Description

(=] Date Received : Today >

20/12/2010 ELECTRIC PASSEHGER!GCN}D::‘IJ’FI—"— Observation
20/12/2010  ELECTRIC PASSENGER AND GOODS LIFT Observation

BBM 14 0y, 14/12/2010  STEAM GENERATOR Clear
ROOM SW2
15/12/2010 BAG35 ROOM NSG.37 10/11/2010  NITROGEN RECETVER Clear
15/12/2010 BAG35 ROOM NSG.37 10/11/2010  NITROGEN RECEIVER Observation
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Getting Started 7

To read a report, double click on the appropriate summary details:

File View ToolBars Utilities Help

) ™ . o
£\ Dates Q Graph )?Jgearch g Loc
)
Email Batch Save Batch f_@ﬂah:h (;‘--ggrim

Feport | User Comments

o=
Today . Alert | == History
- )

m

* In any correspondence relating to this
RSA report please quote:
District B700

HEALTH AND SAFETY EXECUTIVE Policy DEMO_ONLY
THE PRESSURE SYSTEMS SAFETY REGULATIONS 2060
REPORT OF IN SERVICE EXAMINATION OF ITEM(S)
WITHIN PRESSURE SYSTEM(S)

I Nawme of wser for of owner in DEMONSTRATION CLIENT
the case af a mobile system or
lessee)

2 Addvess of user {or of owner in ADDRESS OF LOCATION NUMBER 13
rhe cose of g mobile sysiem) ADDRESS LINE 2
ADDRESS LINE 3
For the attention of MR J.SMITH
2a) Location of the System {f As above

different to the abave

3 Tape of examinetion and fests In service examination, at workirest in accordance with the Written Scheme(s) of Examination

carried out

4 Written Schemel(s) of
Examination

W4 Mo

= + - 3| @ g /do) the written schemes) Yes

Once the report has been read, click to return to the Today screen.

To mark a report as Unread:

1. Right-click in the Data Area of the screen.
2. Select Mark As Unread from the subsequent menu.
3. The Today screen will refresh to show the report as Unread.

By default, the Today screen displays a list of reports received within the last 14 days. This view may be
altered to show items rather than reports, and the time-frame can be changed to 1, 7, 14, 21 or 28 days.
To choose to view items or to change the time-frame, click on Reports or 14 and select the required option
from the subsequent drop-down list.
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Alert details

Clicking on <Click here to refresh Alert screen> will display the Alert screen. If the Today page is reselected,

the view will alter:

File View ToolBars Utilities Help

Today . Alert

e
T sty

v Tallt
TN Dates @ Graph

/Ql;/ﬁearch « Loc.

| Email Batch Save Batch | %ﬂmch &Erint

Date Received

RSA*

Today (21 Dec 2010)

Date Received 7

3 Overdue Inspections

79 Qutstanding Serious Defects - Time Qual.+Immediate Repair

21 Not Availables

Reports received in the last 14 days =6

5 |\tem Id |User Ref |Exam Date |Desmpﬁon

(=] Date Received : Today

21/12/2010
21/12/2010

LASS 20/12/2010 ELECTRIC PASSENGER/GOODS LIFT
Lx1 20/12/2010  ELECTRIC PASSENGER AND GOODS LIFT

[3) Date Received : Last Week

17/12/2010

15/12/2010
15/12/2010

14/12/2010

BEBM 14 14122010 STEAM GEMERATOR
ROOM SW2

BAG35 10/11/2010 NITROGEN RECEIVER
BAG35 10/11/2010 NITROGEN RECEIVER

EB4 14/12/2010 OPTION 3 17TH EDITION WIRING INSPECTION
~INSTITUTE OF PETROLEUM ENGINEERING

~ENERGY CENTRE

Clicking on any of the links will switch the view to the Alert screen and display the relevant tab.

Report Listing

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Save List to file
Edit Displayed Data
Email list to..

Mark as Read
Mark as Unread

Save List to file

To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.
2. Select "Save List to file" from the subsequent menu.
3

Navigate to the location in which the file is to be saved, select the appropriate file type from the drop-

down list and set a filename.
4, Click Save.
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Getting Started 9

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

Customization |E|
Columns
Actions Complete A
Address
Attention of
Client Mame

Comments (ZNA1)
Condition

Current Report
Date Received
District
Examination

Form Name
History

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner) to
refresh the view of the data.

To remove fields from a view:

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.

The Customization box will open.

Drag the field name to be removed away from its position. As soon as a cross appears on the field name,
release the mouse button. The field will be removed from the screen and will instead be listed in the
Customization box.

5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner).

AW

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to...." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any message.

Click Send Message. The report listing will be sent as an attachment to the email.

hwE

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been enabled.
See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click "Email Batch" on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

AN
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Printing multiple reports

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click the {batch} icon on the Tool Bar.

The standard Windows print control box will then open offering a choice of printer. Make any necessary

changes and then click OK.

wWN

Printing report lists

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will open offering a choice of printer. Make any necessary
changes and click OK.

© 2011 LMP
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E-Report

2

Reports

To view a report, double-click on the appropriate report details in the data area of the screen. The selected

report will be displayed in a similar format to a paper version:

File View ToolBars Utilities Help

Today . Alert

7N Dates Q Graph

| Email Batch Save Batch | %ﬂmch &Erint

J Repart | User Comments

RSA*

I Neme of wser (v of owner i
the case af a mobile system or
lessee)

2 Addvess of wser (ar of owner in
the case af a mobile system)

For the attention of

2a) Location of the System il
different to the abave

carried out

4 Written Scheme(s) of
Exemtination

3 Type of examinarion and tests

= + = B 53 iy the writien schemeis)

HEALTH AND SAFETY EXECUTIVE
THE PRESSURE SYSTEMS SAFETY REGULATIONS 2000
REPORT OF IN SERVICE EXAMINATION OF ITEM(S)
WITHIN PRESSURE SYSTEM(S)

DEMONSTRATION CLIENT

ADDRESS OF LOCATION NUMBER 13
ADDRESS LINE 2
ADDRESS LINE 3

MR J.SMITH

As above

In any correspondence relating (o this
report please quote:

District B700

Policy DEMO_OHLY

In service examination, at worki/rest in accordance with the Written Scheme(s) of Examination

Yes

| »

m

M4 » My

Normally, the entire report will not fit onto the screen, so a scroll bar at the right hand edge allows a view of

the whole report to be obtained through scrolling up or down.
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User Comments

Uniquely, electronic reporting offers a User Comments section as a separate tab. This enables the tracking of
actions performed as a result of the report, and also allows the action and overdue reminders for a particular
report to be cleared:

|\ e-report - Electronic Inspection Report:

File View ToolBars Utilities Help
Today . Bert | S5 History ,'"".:.\\ Dates @Graph AP/ search X .
Email Batch Save Batch fk@ﬂalch @Erim
Fieport | User Comments
User Comments
[CRemove from Overdue List [[Remove Actions Reminder
Cat /Ttem  Comments Reference - Sign OFf
Name Date
To record a comment:
Field Name Action Result
Remove from Single click | Once selected, the current report will no longer appear on the "Overdue
Overdue List Inspection” list of the Alert screen.

Remove Actions [ Single click | Once selected the current report will no longer appear on the
Reminder "Outstanding Defects" list of the Alert screen.

User Comments [ Text entry [ Click into the box under "User Comments" and input the required text.
Information input here will be stored against the current report and,
where selected, will appear in subsequent printouts.

NOTE: There is no 'Save' button in E-Report. Changes are saved automatically on exit from the screen.
Printing a report
To print a copy of the report currently displayed either:

e Select File > Print from the Menu Bar, or
e Click the “=¥™ jcon on the Tool Bar.

The standard Windows print control box will open offering a choice of printer. If the selected report is too
large to fit onto a single sheet of paper, a page break will automatically be inserted at an appropriate point.

© 2011 LMP
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Printing options

Information contained within printed copies of reports can be customised to include user comments on the
printed reports and include the selected item ID at the top of a report. NOTE: Once applied, the selected
options will be retained within E-Report unless/until they are reset.

User comments / Item ID

1. Select Utilities > Configure from the Menu Bar.
2. The "Configure" dialog box will open on the Alerts tab:

'Conﬁgure B

Alerts
Overdue Slack |0
Reports
Overdue List
Search
W Show overdue thorough

Print
¥ show overdue interim

S Show overdue non-statutory

Internet

¥ Defects - Autodense

3. Move to the Reports tab:

Configure £

Alerts

Include user comments on report extracts
Reports

Annotate top of report with selected item id
Search
Print
Graph

Internet

4. Place ticks in the appropriate box(es) as required and click OK to apply the setting(s).
Exporting a report
A report may be saved to a file or emailed from E-Report:

To save a report:

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the report is to be saved, select the required file type from the
drop-down list and set a filename.

4. Click Save.

To email a report:

1. Right-click in the Data Area of the report.
2. Select "e-mail report to..." from the subsequent menu.
3. Input the email address of the recipient(s) in the blank email which opens.

© 2011 LMP



Reports 15

4, Add a subject line and any necessary message.
5. Click Send Message. Depending on the Email options which have been set, the report will be sent as
either an attachment to the email or as the body of the email message.
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E-Report

Alert

The Alert screen is accessed either via the ! * icon or by selecting the <Click here to refresh Alert
screen> on the "E-Report Today" page. It offers an overview, via three tabs, of reports of inspections which:

¢ have overdue reports listed against them are require a more recent inspection report (Overdue
Inspections)

e require remedial action by the owner/user of the plant (Outstanding Repairs)

e could not have an examination carried out (Not Availables)

[y e-report - Electronic Inspec

File View ToolBars Utilities Help
Today . Alert - Dates @Qrauh @533(3“ 2 Loc
b 4 e = S
| Email Batch Save Batch | %ﬂmch %Erim

3 Overdue Inspections | 79 Outstanding Serious Defects - Time Qual.+Immediate Repair | 21 Mot Availables

= .
T2 story

Drag a column header here to group by that column

|User Ref |Exam Date \Nex‘t Exam |Descr1'pﬁon

B50 26/0712010 23/08/2008 PVT CELL

MNO.1HPWC 26/0712010 23/08/2008 MNO.1 HIGH PRESSURE WINDOW CELL
05/02/2007 05/02/2008 STREET LIGHTING SAFETY ASSESSMENT

By default, the Alert screen opens on the Overdue Inspections tab.
Report Listing

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Clear All Items »
Clear Selected Items

Save List to file
Delete Report

Edit Displayed Data
E-mail list to...

Repair Threshold r

Clear All Items/Clear Selected Items

Depending on the currently selected tab, selecting the Clear All Items option and clicking the Confirm button
will clear all overdue inspections, items marked as not available or any defects. Selecting specific items and
clicking Clear Selected items will clear these.

© 2011 LMP
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Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save List to file" from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the drop-
down list and set a filename.

Delete Report

NOTE: This option has no effect. Reports cannot be deleted from E-Report.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.

To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

Customization (=]

Columns

Actions Complete -
Address
Attention of

Client Name
Comments (ZMA1)
Condition

Current Report
Date Received
District
Examination

Form Name
History

4, Drag the required field name from the Customization box to the header bar on the report list.

5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner) to

refresh the view of the data.
To remove fields from a view:

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.
The Customization box will open.

Drag the field name to be removed away from its position. As soon as a cross appears on the field name,
release the mouse button. The field will be removed from the screen and will instead be listed in the
Customization box.

5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner).

W=

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to...." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any message.

Click Send Message. The report listing will be sent as an attachment to the email.

ahwWE

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been enabled.

© 2011 LMP
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3.1

See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click "Email Batch" on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

AN

Printing multiple reports

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click the {batch} icon on the Tool Bar.

The standard Windows print control box will then open offering a choice of printer. Make any necessary

changes and then click OK.

W N

Printing report lists

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will open offering a choice of printer. Make any necessary
changes and click OK.

Overdue Inspections

Details of assets which are overdue for inspection are displayed on the Overdue Inspections tab.
Clearing Overdue Inspections

Overdue inspections are automatically cleared from the Alert screen when a new report is received.

However, where an asset has been scrapped or moth-balled, its details may be removed from the Overdue
Inspections or Not Availables tabs by amending the User Comments tab on the last received report:

1. Double-click on the required item to view the last received report.

2. Select the User Comments tab at the top of the screen.

3. Click into the "Remove from Overdue List" tick box.

4. Add any necessary detail in the User Comments field

5. Click the ! " icon to return to the Alert screen. The Alert screen wil automatically refresh to reflect

any changes.
(NOTE: There is no Save button. E-Report automatically saves any changes upon return to the Alert screen).
Overdue Slack period
It is possible to increase the number of days an item has to be overdue before it appears on the Alert screen

(Overdue Slack period). By default, the Overdue Slack period is set to 0 (ie items will appear on the Overdue
screen as soon as they are overdue).

© 2011 LMP
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To increase the Overdue Slack:

—

hw

Select Utilities > Configure from the Menu Bar.
The "Configure" dialog box will open on the Alerts tab:

‘Conﬁgure B

Alerts

Overdue Slack |0
Reports
Overdue List
Search
¥ Show overdue thorough

Print
¥ Show overdue interim

e Show overdue non-statutory
Internet

¥ Defects - Autodense

Click into the Overdue Slack box and input the number of days grace required.
Click Ok. The Configure box will close and the Alert screen will automatically refresh to reflect any
changes.

Overdue List

The reports displayed on the Overdue List may be altered to show overdue thorough, overdue interim,

overdue non-statutory or any combination of these inspection types:

1. Select Utilities > Configure from the Menu Bar.
2. The "Configure" dialog box will open on the Alerts tab:
.Cnnﬁgure 2 |
Alerts
Overdue Slack 0
Reports
Search Overdue List
W Show overdue thorough
Frine V' Show overdue interim
S Show overdue non-statutory
Internet
¥ Defects - Autodense
3. Click the tick boxes in the Overdue List box to toggle the inspection types on and off.
4. Click Ok. The Configure box will close and the Alert screen will automatically refresh to reflect any
changes.
3.2 Repairs
Repair Threshold

Three levels of repair categorisation are offered by E-Report. The repair thresholds are:

Immediate Repairs only - statutory repairs requiring immediate attention
Immediate and Time Qualified Repairs - as above, plus time-qualified statutory repairs
All Repairs and Observations - as above, plus comments made by the inspector/surveyor.

© 2011 LMP
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3.3

The currently selected repair threshold is indicated by the name of the "Outstanding Repairs" tab. To change
the displayed threshold:

1. Right-click in the Data Area of the Alert screen.
2. Select Repair Threshold and then the required level of categorisation from the subsequent menu.
3. The Outstanding Repairs tab will automatically refresh to reflect the newly selected repair threshold.

Outstanding Repairs

Repair information is automatically cleared from the Alert screen when a new report which does not list any
repairs is received. Where an asset is repaired following an inspection, it is possible to remove it from the
Outstanding Repairs screen:

Double-click on the required item to view the last received report.
Select the User Comments tab at the top of the screen.

Click into the "Remove Actions Reminder" tick box.

Add any necessary detail in the User Comments field

bl S

5. Click the ! " icon to return to the Alert screen. The Alert screen wil automatically refresh to reflect
any changes.

(NOTE: There is no Save button. E-Report automatically saves any changes upon return to the Alert screen).
Autoclense

By default, all outstanding repairs are displayed. This view may be amended to show only those repairs
identified on the most recent report through the use of Autoclense:

1. Select Utilities > Configure from the Menu Bar.
2. The "Configure" dialog box will open on the Alerts tab:

‘Ccnﬁgure B

Alerts

Overdue Slack |0
Reports

Overdue List
search

W Show overdue thorough

Print
¥ show overdue interim

EeEl Show overdue non-statutory
Internet

Defects - Autodense

3. (lick into the Defects - Autoclense box.
4. Click Ok. The Configure box will close and the Alert screen will automatically refresh to reflect any
changes.

(NOTE: Autoclense does not clear repairs against older reports, it simply hides them from view).

Not Available

Reports listed on the Not Availables tab are reports of non-inspection. Reasons for the non-inspection are
detailed within individual reports. Contact details in order to rearrange an inspection are included within each
report.
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E-Report

History

The History screen provides detailed information on a selected item of plant and displays all reports that have

been received for the selected item.

HINT: To view the History screen, a report for the relevant item must have been viewed. If a report has not

=4 History

been viewed clicking will have no effect.

5 e-report - Electronic Inspection Reports
File View ToolBars Utilities Help

= Py ) . 4
Today . Alrt | “=7 History \<\ Dates \E‘;a—\(graph ,O_'/ Search & Loc
wd 2N = S ]

-

EmaiBatch SaveBatch | (SZ Batch (= Erint Plant Item

information

Item Id BA1T

Location INSTITUTE

User Ref

Description NO.1 HIGH PRESSURE WINDOW CELL

Manufacturer

Makers Number

Date of Make

S0L/SWL §000 PSI
ltem Id User Ref Exam Date Description \
BA17 08/02/2005 MNO.1 HIGH PRESSURE WINDOW CEL]
BA17 25/04/2005 MNO.1 HIGH PRESSURE WINDC
BA17 08/05/2008 NO.1HIGH PRESSURE WINDOW CELL
BA1T 23/06/2008 NO.1HIGH PRESSURE WINDOW CELL
BA1T 06/07/2007 NO.1 HIGH PRESSURE WINDOW CELL
BA1T 16/11/2000 NO .1 HIGH PRESSURE WINDOW CELL
BA17 12/01/2001 MNO.1 HIGH PRESSURE WINDOW CELL
BA17 20011/2001 N1 HIGH PRESSURE WINDOW CELL
BA17 1001212002 NO.1HIGH PRESSURE WINDOW CELL
BA1T 09/01/2004 NO.1HIGH PRESSURE WINDOW CELL
BA1T 29/07/2008 NO.1 HIGH PRESSURE WINDOW CELL
BA1T 20/07/2008 NO .1 HIGH PRESSURE WINDOW CELL

BA1
BA

2710712009 MNO.1 HIGH PRESSURE WINDOW CELL
26/07/2010 NO.1HIGH PRESSURE WINDOW CELL

Drag and Drop
area

List of reports
received for item

Attaching documents

E-Report enables documents (for example scanned images or Word documents) to be stored on the History
screen of an asset through "drag and drop". To attach a document:

1. View the History of the item in question.
2. Navigate to the location in which the required file is held.
3

Click on the appropriate file name and, holding down the left-hand mouse button, drag the file to the

Drag and Drop Area of the History screen and release the

4. In the subsequent "Document Details" dialog box, select the method to save the document:

mouse button.

¢ Document stored in database - a copy of the document will be stored in the E-Report database.
This is the most secure method of saving a file, as once saved, the document cannot subsequently

be altered.

e Document stored as link - saving files as links creates a shortcut from the E-Report database to
the location in which the file is held. Any changes made to the file will be reflected in the file

accessed by E-Report.
5. Add a Document Description.

6. Click OK to save the document, or Cancel to abandon the file attachment.
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Report Listing

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Save List to File
Delete Report
Edit Displayed Data

E-mail list to...

Save List to file

To save the currently displayed report listing:

1.
2.
3.

Right-click in the Data Area of the screen.

Select "Save List to file" from the subsequent menu.

Navigate to the location in which the file is to be saved, select the appropriate file type from the drop-
down list and set a filename.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.

To add fields to a view:

1.
2.

Right-click in the Data Area.
Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open:

4.
5.

Customization (=]

Columns

Actions Complete -
Address
Attention of

Client Name
Comments (ZMA1)
Condition

Current Report
Date Received
District
Examination

Form Name
History

Drag the required field name from the Customization box to the header bar on the report list.
Repeat as required and then close the Customization box (click the cross in the top right-hand corner) to
refresh the view of the data.

To remove fields from a view:

W=

5.

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.

The Customization box will open.

Drag the field name to be removed away from its position. As soon as a cross appears on the field name,
release the mouse button. The field will be removed from the screen and will instead be listed in the
Customization box.

Repeat as required and then close the Customization box (click the cross in the top right-hand comer).

Email list to...

To email the currently displayed report listing:

1.
2.
3.

Right-click in the Data Area.
Select "Email list to...." from the subsequent menu.
Input the email address of the recipient(s) in the blank email which opens.
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4. Add a subject line and any message.
5. C(Click Send Message. The report listing will be sent as an attachment to the email.

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been enabled.
See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click "Email Batch" on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

ahnN

Printing multiple reports

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the {batch} icon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any necessary
changes and then click OK.

Printing report lists

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will open offering a choice of printer. Make any necessary
changes and click OK.
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5

Dates

The Dates screen provides details of reports received on a particular day or in a particular month.

Dates

To access the Dates screen, select from the Tool Bar.

File View ToolBars Utilities Help

Today . Blert | =7 History
) 4 ;

. . =
= ™y = o
=N Dates \355 Graph ,Q/ Search g Loc.

-
Email Batch Save Batch @ Batch (;; Print

Al December 2010 January 2011 February 2011 L4

Mon Tue Wed Thu Fri 5at Sun Mon Tue Wed Thu Fri 5at Sun Mon Tue Wed Thu Fri Sat Sun
23 30 1 2 3 4 5 1 2 1 2 3 4 5 [
[ 7 8 9 1 1 12 3 4 5 G 7 ] 9 7 8 9 10 11 12 13
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 17 18 19 20
0 n 2 24 35 % 17 18 19 0 2 2 13 1 2 3B M 15 8 7
27 1B 29 3 A 24 35 26 7 2B 19 30 I8 1 2 3 4 5 [

Eil 7 8 9 10 11 12 13

[ Today: 23/12/2010

J 12 Inspection Reports for December | 0 Inspection Reports for 23, December

I|Item|d User Ref |Exam Date |Description
BBM14 14/12/2010  STEAM GENERATOR
ROOM SW2
BBM20 14/12/2010  STEAM GENERATOR
ROOM 8W2
BBMZ1 14/12/2010  STEAM GENERATOR
ROOM 8W2
BBEMZ24 14/12/2010  STEAM GENERATOR
ROOM SW1
BBMZ6 14/12/2010 STEAM GENERATOR
ROOM 3W1
BBM28 14/12/2010  STEAM GENERATOR
ROOM SW1
BBM31 14/12/2010  STEAM GENERATOR
ROOM W1
BBM32 14/12/2010  STEAM GENERATOR
ROOM SW1 |z|

The upper portion of the screen is a calendar which defaults to today's date. The lower portion of the
screen has two tabs which display a listing of inspection reports received. By default, the first tab displays
reports received in the current month whist the second tab displays reports received on the current day.

Click on an alternate date to change the view to the required date. If the date is not visible on the calendar
listing, click one of the displayed Month/Year headings and click to choose as appropriate. Clicking on the

Month/Year heading will cause a monthly calendar to display. Clicking on the Year heading on this calendar will
group years into decades, clicking again will cause centuries to display.

Report Listing

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Save List to file
Delete Report
Edit Displayed Data

E-mail list to...

Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save List to file" from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the drop-
down list and set a filename.
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Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

Customization |E|
Columns
Actions Complete A
Address
Attention of
Client Mame

Comments (ZNA1)
Condition

Current Report
Date Received
District
Examination

Form Name
History

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner) to
refresh the view of the data.

To remove fields from a view:

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.

The Customization box will open.

Drag the field name to be removed away from its position. As soon as a cross appears on the field name,
release the mouse button. The field will be removed from the screen and will instead be listed in the
Customization box.

5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner).

AW

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to...." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any message.

Click Send Message. The report listing will be sent as an attachment to the email.

hwE

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been enabled.
See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click "Email Batch" on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

AN
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Printing multiple reports

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click the {batch} icon on the Tool Bar.

The standard Windows print control box will then open offering a choice of printer. Make any necessary

changes and then click OK.

w N

Printing report lists

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will open offering a choice of printer. Make any necessary
changes and click OK.
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Graphs

From information contained within previously issued reports, E-Report produces graphs to show when the

u raj
next inspection for a particular item of plant is due. To access the graphing option, click @ﬁ " on the
Tool Bar. The Graph screen will open showing a graph of next thorough and next interim exams due within
the current year:

File View ToolBars Utilities Help
Today ! Alert /‘_“:_f History ‘:.:__ Dates @Qraph )Cz-./ﬁearch fr Loc
| Email Batch Save Batch | %ﬂmch &Erint
Inspections Due | Detail
Inspections Due (2010)
o [ Tharough
[ Interim
[ Mon Statutory
L
7— [—
|
5—
4
3—
27—
1_ - — — - —
e B e
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec
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To view the report listing for items due to be examined in a particular month, click on the appropriate bar of
the graph. The view will switch to the Detail tab for the chosen month.

File View ToolBars Utilities Help

@Iﬂday . Alert
-

o
:-g’ History

=\ Dates Graph
-
@ Batch & Print

Inspections Due | 1 Examination Due Within August 2010

= £ 4
=/ S h 2% L
ﬂ\/ Searc :'f::_.;_ Loc

| Email Batch Save Batch

Dragaco eade ere to group by that co

Item Id User Ref [Exam Date Description
BA4G 536 26/07/2010  PORTABLE HORIZONTAL AIR RECEIVER

=/ ? 8666 =——_————_—_————
Report Listing

The Report Listing on the Detail Tab offers a number of options. Right-click in the Data Area to view the
options menu:

Sawve List to file
Edit Displayed Data
E-mail list to...

Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save List to file" from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the drop-
down list and set a filename.
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Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

Customization |E|

Columns

Actions Complete A
Address
Attention of

Client Mame
Comments (ZNA1)
Condition

Current Report
Date Received
District
Examination

Form Name
History

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner) to
refresh the view of the data.

To remove fields from a view:

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.

The Customization box will open.

Drag the field name to be removed away from its position. As soon as a cross appears on the field name,
release the mouse button. The field will be removed from the screen and will instead be listed in the
Customization box.

5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner).

AW

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to...." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any message.

Click Send Message. The report listing will be sent as an attachment to the email.

hwE

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been enabled.
See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click "Email Batch" on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

AN
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6.1

Printing multiple reports

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click the {batch} icon on the Tool Bar.

The standard Windows print control box will then open offering a choice of printer. Make any necessary

changes and then click OK.

w N

Printing report lists

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will open offering a choice of printer. Make any necessary
changes and click OK.

Graph options
The default options on the Graph screen can be altered to amend the information graphed and displayed.

1. Select Utilities > Configure from the Menu Bar.
2. The Configure dialog box will open:

‘Conﬁgure B

Alerts
Overdue Slack |0
Reports

Overdue List
Search

¥ Show overdue thorough

Print
¥ Show overdue interim

e Show overdue non-statutory

Internet

¥ Defects - Autodense

3. Click on the Graph option:

‘Conﬁgure 2

Alerts

V' Show next thorough dates
Reports

¥ Show next interim dates
Search
Show next exam

Print
Show completed examinations

gk Show ignored items

Internet

4, Set the required Graph options:

e Show next through dates - selected by default and shows inspections yet to be carried out
e Show next interim dates - selected by default and shows inspections yet to be carried out
e Show next exam - includes non-statutory examinations and shows inspections yet to be carried out
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e Show completed examinations - selecting this option causes items for which an inspection has
already been carried out to be displayed on the Graph screen.

e Show ignored items - enabling this option will cause reports which have been marked as
'Ignored' (have been marked to be removed from the Overdue List either by a user or through the
Autoclense function) to appear on the Graph screen.
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WN =

Search

Search enables the creation of lists of reports that meet user-defined criteria.

File View ToolBars Utilities Help

Today ! Blet | A History @\/ Dates gmun D/ searen /7 Loc.
| EmsilBatch Save Baton | (o2} Batch (= Erit
Report Types to Search | AlTypes ~] [ searen tow
INone]
INone]
INone]
Current Reports Only [71"OR" Rows Together

Search Results

Drag a co

Item Id 7 |UserRel Exam Date Description

=No data to display=

By default, the Current Reports Only option is ticked. This means that only the most recently received
report for each relevant item is included in the search results. To view every (historic as well as current)
report that meets the search criteria, click into the Current Reports Only box to turn the option off.

Building a search

Select ARG s from the Tool Bar.
The Search screen will open as above.

listing is:

e Al Types

Pressure Plant

Lifting Equipment / Lifts
Electrical

Local Exhaust Ventilation
Power Press

Not Availables

Written Schemes (PRESS)
Written Schemes (LOLER)

Set the "Report Types to Search" from the drop-down list. The default setting is All Types but the full

Selecting any other type than All Types will restrict the returned search results to just one category of

report.
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4.

7.

Now build the search rules:

-
e-report - Electronic Inspection Reports.
File View ToolBars Utilities Help

= i e 3 %
Sl Hi [
Today ! Mert | =7 History \(\’ Dates Ugraph A/ search 5% Loc
Field to

h Print
o o B Search
criterion ./ -]

“LCurrent Reports On “OR" Rows Togeth

Limit search to Only search for
Current Reports reports where ALL
[tem 1a only [Eambe_ criteria are met et

<No data to display=

39

i. Select the field to be searched from the drop-down menu in the left-hand box (Field to Search

box).

i. Select the appropriate criterion to be applied to the search from the drop-down list in the middle
box (Search Criterion box). NOTE: Depending on the field selected in the first box a criterion may

automatically appear here. This can be amended if needed via the drop-down list.
i. Input the text to search for in the right-hand box (Search Text box).

iv. Repeat steps i-iii in the other rows of the Search screen as required (a maximum of four rows of

search terms is available).

Toggle the "Current Reports Only" tick box on/off as required.
Where more than one row of search criteria is constructed, the rows will by default be linked with an
AND command (returning only those records where all criteria are met). To find records where any

criterion is met, click into the "OR" Rows Together box.
Click Search Now to display the results of the search.

Text field criteria

Fields that are text based (for example Item Id, Description, Location, Manufacturer etc) offer the following

criteria:

e Contains

e Doesn't contain
e Isexactly

e Isnot

For example, to search for reports containing the manufacturer name 'Craven':

GhwE

Ensure "All Types" is selected in the Report Type field.

Select "Manufacturer" from the drop-down list in the left-hand search box.
Select "Contains" from the drop-down list in the middle search box.

Input "Craven" in the right-hand search box.
Click Search Now to display the results of the search.
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Date field criteria
Fields that are date based (for example Next Thorough Date, Exam Date etc) offer the following criteria:

Is before the

Is after the

Is on or before the
Is on or after the
Is the

Is not the

To search for reports with an Exam date between 30 June 2009 and 31 December 2010:

Ensure "All Types" is selected in the Report Type field.

Select "Exam Date" from the drop-down list in the left-hand search box.

Select "Is on or after the" from the drop-down list in the middle search box.

Input 30/6/09 in the right-hand search box.

In the left-hand search box of the second row, select "Exam Date" from the drop-down box.
Select "Is on or before the" from the drop-down list in the middle search box.

Input 31/12/10 in the right-hand search box.

Toggle the "Current Reports Only" tick box on/off as required.

Click Search Now to display the results of the search.

WoONIURWNE

Repairs by Severity

It is possible to search for repairs by severity. However, within E-Report, the severity of repairs detailed is
stored as a nhumber in the range 1 to 4. The numbers relate to degree of severity thus:

Immediate Repairs
Time qualified Repairs
Observations

Clear

=N WD

Criteria available on the Severity field are:

e Islessthan
e Isgreater than
e Isexactly
e Isnot

For example, to search for immediate repairs listed on current reports:

Ensure "All Types" is selected in the Report Type field.

Select "Severity" from the drop-down list in the left-hand search box.
Select "Is exactly" from the drop-down list in the middle search box.
Input "4" in the right-hand search box.

Ensure "Current Reports Only" is ticked.

Click Search Now to display the results of the search.

oUnhwn =

Search Results Listing
The Search Results Listing offers a number of options. Right-click in the Data Area to view the options menu:
Save List to file

Edit Displayed Data

E-mail list to...
Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.
2. Select "Save List to file" from the subsequent menu.
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3.

Navigate to the location in which the file is to be saved, select the appropriate file type from the drop-
down list and set a filename.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.

To add fields to a view:

1.
2.

Right-click in the Data Area.
Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open:

4.
5.

Customization |E|
Jooumns]
Actions Complete -

Address
Aftention of
Client Mame

Comments (ZNAT)
Condition

Current Report
Date Received
District
Examination

Form Name
History

Drag the required field name from the Customization box to the header bar on the report list.
Repeat as required and then close the Customization box (click the cross in the top right-hand corner) to
refresh the view of the data.

To remove fields from a view:

s

5.

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.

The Customization box will open.

Drag the field name to be removed away from its position. As soon as a cross appears on the field name,
release the mouse button. The field will be removed from the screen and will instead be listed in the
Customization box.

Repeat as required and then close the Customization box (click the cross in the top right-hand corner).

Email list to...

To email the currently displayed report listing:

Ghwhe

Right-click in the Data Area.

Select "Email list to...." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any message.

Click Send Message. The report listing will be sent as an attachment to the email.

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been enabled.
See Email Options for information on applying this setting.

1.

2.
3.
4

Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click "Email Batch" on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.
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5. Click Send. The reports will be sent as attachments to the email.

Printing multiple reports

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the {batch} icon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any necessary
changes and then click OK.

Printing report lists

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will open offering a choice of printer. Make any necessary
changes and click OK.
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Location

The Location view enables the viewing of reports for locations or policies.

File | View | ToolBars Utilities Help

e " o 4
@Iuday ! Alert | =7 History 7, Dates graph /Cz/ Search | 3
| Email Batch Save Batch | @ﬂmch &Erint
Policy No |Cllent & | Overdue Actions | Mot Avail
DEMO_OMLY DEMOMNSTRATION CLIENT 414 6 2

Overdues | Actions | MNotAvailables |Current Plant
Drag a column header here to group by that column

User Ref |Exam Date|Description

=Mo data to display=

The Location screen is divided into two sections - the top section is a list of locations/companies divided up
by policy number. Clicking on the + next to a location/company opens the individual locations for that policy
number. The lower section of the screen offers four tabs (Overdue Items, Outstanding Actions, Not
Availables and Current Plant) with a report listing for each tab.
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Once a specific location has been highlighted in the upper portion of the screen the Overdues tab will refresh
showing a count of overdue inspections and the relevant reports:

e-report - Electronic Inspecti

File View ToolBars Utilities Help

: -,
= < \ . E
Today . Alert /“"ﬁ History %\ Dates \B‘ Graph ,Q/gearch P % Loc
- = s = gt

Email Batch Save Batch @ Batch @ Print

Policy No |ctient | overaue [ Actions [Notavail
=] DEMO_ONLY DEMONSTRATION CLIENT 414 § 2
Locld |Location | overdue | Acions | NotAvail |a

1 ADDRESS OF LOCATION NUMBER 1 133 2 0

2 ADDRESS OF LOCATION NUMBER 2 2 0 0

13 ADDRESS OF LOCATION NUMBER 13 1 0 0

15 ADDRESS OF LOCATION NUMBER 15 1 0 0

21 ADDRESS OF LOCATION NUMBER 21 0 0 0

24 ADDRESS OF LOCATION NUMBER 24 1 0 0

25  ADDRESS OF LOCATION NUMBER 25 0 0 0

27 ADDRESS OF LOCATION NUMBER 27 0 0 0

32 ADDRESS OF LOCATION NUMBER 32 1 0 0

1 Overdue Inspections | Actions | NotAvailables | Current Plant

l[temia [userRer [Exam Date[Description |
LH1 L1 04/01/11 ELECTRIC SERVICE LIFT

Clicking on the other tabs will cause them to refresh and display appropriate data. NOTE: When the Actions
tab is selected, its title will change to reflect the repairs/defects setting selected on the Alert screen.

Report Listing
The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:
Save List to file

Edit Displayed Data
E-mail list to...

Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save List to file" from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the drop-
down list and set a filename.
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Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

Customization |E|

Columns

Actions Complete A
Address
Attention of

Client Mame
Comments (ZNA1)
Condition

Current Report
Date Received
District
Examination

Form Name
History

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner) to
refresh the view of the data.

To remove fields from a view:

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.

The Customization box will open.

Drag the field name to be removed away from its position. As soon as a cross appears on the field name,
release the mouse button. The field will be removed from the screen and will instead be listed in the
Customization box.

5. Repeat as required and then close the Customization box (click the cross in the top right-hand corner).

AW

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to...." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any message.

Click Send Message. The report listing will be sent as an attachment to the email.

hwE

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been enabled.
See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click "Email Batch" on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

AN
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Printing multiple reports

1.

w N

Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down the
Control key and click on the other required reports. (NOTE: Selected reports will be highlighted in
blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last of the group. (NOTE: Selected reports will be highlighted in blue).

Click the {batch} icon on the Tool Bar.

The standard Windows print control box will then open offering a choice of printer. Make any necessary

changes and then click OK.

Printing report lists

1.
2.

Select File > Print from the Menu Bar.
The standard Windows print control box will open offering a choice of printer. Make any necessary
changes and click OK.
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Email Options
Email options within E-Report can be customized depending on the local email system.

1. Select Utilities > Configure from the Menu Bar.
2. The Configure dialog box will open:

‘Ccnﬁgure £

Alerts
Overdue Slack |0

Reports

Overdue List
search

W Show overdue thorough
Print

¥ show overdue interim
EeEl Show overdue non-statutory

Internet

¥ Defects - Autodense

3. Click on the Internet option:
‘Conﬁgure B
Alerts
Emailling Lists

e Send as excel
Search Send as csv

) @ Send as html
Print

Result limit 50000

Graph
Internet FBewerris: [ [ o

120 sec
V' Use local email system when emailling

V' Email reports as PDF

V' Check for available upgrade on login

4. Set the required Email options:

e Emailing Lists - by default lists are sent as .html attachments, but options for .xIs and .csv formats
are available.

e Local email system - by default, emails are sent via E-Report's built-in email package. Selecting "Use
local email system when emailing" will mean that messages are sent (and logged) via the local
computer.

e Email reports as PDF - copies of reports are emailed as a PDF attachment. Only a few historic reports
are not available as PDF documents and these will be emailed in the body of the message.
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9.2 Changing the Password
To change a password from that initially supplied:

1. Select Utilities > Change Password from the Menu Bar.
2. The Change Password dialog box will open:

(4] Cha nge passwo_

Flease select a new password.

Confirm existing password

Mew password

Repeat new password

[ confim || cancel |

b

Input the current password into the "Old Password" box.

Input the new password into the "New Password" and "Confirm New Password" boxes.

Click OK to save the password change, or Cancel to revert to the old password. (HINT: If the current
password was input incorrectly, or the two instances of the new password do not match, a Password
Error box will display. Click OK to be returned to the Change Password box. Re-input the correct details
and click OK to save the changes).

uihw
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10

10.1

10.2

Advanced Features

Setup Filter

The Setup Filter enables a restriction to be placed on the set of reports with which E-Report is currently
working - once a filter is applied, all screens within E-Report will only display those reports which meet the

filter criteria.

Applying a Setup Filter

1. Select Utilities > Setup Filter from the Menu Bar.
2. The "Filter Setup" dialog box will open:

Filter Setup

Filter Control Combination

Or

Additional Filter Rules
Mons  +
[Mone]
[Mone]

[None]

Filter On @ And PrE
Reports of Type |AlTypes -
@ Filter Off

| 0K | ‘ Cancel

hw

and select the appropriate report.

Select Filter On in the "Fitter Control" box.
If a restriction on the type of report is required, click the drop-down arrow in the "Reports of Type" box

5. Apply Additional Filter Rules as required. (NOTE: The Additional Filter Rules are constructed in the same

way as a Search).

6. Click OK to apply the fitter or Cancel to abandon the changes.

NOTE: Once a filter has been applied, E-Report will retain the filter between logins. Once the filter is no
longer required return to the Filter Setup dialog box, select Filter Off in the "Filter Control" box and then

click OK.

Grouping, Sorting and Filtering Report Lists

E-Report allows the grouping, sorting or fittering of report lists.

Applying a Grouping

Either

e drag a Column title to the Grouping Area (green arrows indicate where the heading may be dropped into

place); or

e insert a new field name in the Grouping Area:

i.  Right-click in the Data Area of the screen.

i. Select Edit Displayed Data from the subsequent menu.

ii. Drag the appropriate field name from the Customization box to the required point in the Grouping
Area and release the mouse button.

iv. Repeat if required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data. (NOTE: The data refresh may take up to a minute to
complete depending on the quantity of data affected. Do NOT attempt to re-close the
Customization box while the data refresh is in progress.

Once a Grouping has been applied, a sort or filter may be applied to the Grouped data.
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Removing a Grouping

1. If afilter has been applied to a Grouping, the filter must be cleared before the Grouping is removed:
e (Click the down arrow on the required field.
e Select the "(Al)" option from the subsequent listing.

2. Now drag the field name from the Grouping Area down into the main area of the screen.

3. Release the mouse button when a large cross appears over the field name. The screen will refresh the
view of the data.

Sorting Report Lists

Report lists may be sorted either alphanumerically (the default setting) or reverse alphanumerically. To apply a
sort, click on the field name against which the sort is to be applied. The Report Listing with automatically
refresh to reflect the sort. Clicking again will reverse the sort order.

NOTE: To sort by more than one column at a time, sort the first column then hold down the Shift key and
apply a sort to a second column and repeat as required.

Filtering Report Lists

In addition to the Setup Filter, separate fitters may be applied to the field titles on a displayed report listing in
order to restrict the view to display only those items which meet the fiter criteria.

Applying a Filter

1. If necessary, add additional field names to the Report Listing:
i.  Right-click in the Data Area.
i. Select Edit Displayed Data from the subsequent menu.
ii. Drag the appropriate field name from the Customize box to the required point on the screen and
release the mouse button.
iv. Repeat if required, and then close the Customize box (click the cross in the top right-hand corner)
to refresh the view of the data.
2. Click the down arrow on any of the field names and select the required filter type:
e (All) - displays all data (and therefore removes any previously applied filters).
e (Custom) - allows complex filtering across a range of criteria (see Custom Filters section for more
information).
e (Blanks) - displays all tems which have a blank value in the currently selected heading.
¢ (NonBlanks) - displays all items which do NOT have a blank value in the currently selected heading.
The drop-down arrow will change colour to indicate that a fiter has been applied. Once a filter is applied,
a Customize bar will appear at the foot of the Data Area.

Removing a Filter

To remove a fiter, either:

1. Hover over the name of the fitered field and click the down arrow.

2. Select the "(Al)" option from the subsequent pick list. (NOTE: If fitters have been applied to more than

one field, repeat the above steps to remove the fiter on each field); or

1. Click the cross on the Customize bar. (NOTE: This will clear all filter criteria currently applied).
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Custom Filters and the Customize Bar

The Customize Bar appears at the foot of the Data Area where any filter is applied. The current fitter wil

appear at the left-hand end of the Customize Bar.

File View ToolBars Utilities Help

@Inday . Alert =7\ Dates graph
- e -

- s
:g History jj—/@aamh i

Loc.

| Email Batch Sawve Batch | @gmcn &Erint

<Click here to refresh Alert screen>

RSAY

Today (11 Jan 2011)
Reports received in the last 14 days =0

Date Received  ©

Date Received o tem 1d User Ref Exam Date Form Name Description

\ Severity

=MNo data to display=

Delete

filter .
Deactivate

filter

(Description LIKE %SERV%)

Custom Filters

More complex filters may be created using the "Custom" option:

1. Hover over the field to which the main filter is to be applied, click the drop-down arrow, and choose

"(Custom)".
2. A Custom Filter dialog box will open:

e ==
Show rows where:

Description

Use _to represent any single character
|| Use % to represent any series of characters

OK ] [ Cancel
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3. Complete the lines of the filter as required. (NOTE: Input text should be surrounded by either % or _ to
allow for a section of the field to be searched):

Show rows where:

Description

like *  |%WSERVICE%
(=) AND O OR

-

Use _ to represent any single character
| Use % to represent any series of characters

[ oK H Cancel ]

4. Click OK to apply. The filter will remain in force until it is removed or until exit from E-Report.
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