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Quick guide to using reports
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Further information on reports functionality can be found in the Data Exchange Reports learning module. 
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Select your report


Select the relevant report


Navigate the sheets


Navigate between the report sheets to find required information


Bookmark your filters


Bookmark the selected filters for future use


Take snapshots


Take snapshots of the required charts, images or diagrams to build your story


Build your story


Build your story by adding:


Export your story


Snapshots


Shapes


Refer to task cards found under the Self-service reports page  for more information


Export your story to PDF or power point 


Select your filters


Open the Filter Page








Text


You can create as many bookmarks as you like








Add filters to display the relevant data. Multiple filters can be added to the report


Continue to add filters on the sheets your navigate through








Select the play button to view your story





Share your story within your organisation





Add other items to your story from other sources





Note: Graphs and pie charts can be exported to an excel spreadsheet
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