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! Corporate Planner: Using Standard Reports
& How to sort and filter the report parameters

How to sort and filter the report parameters:

When displaying or exporting standard reports, you must specify the parameter (Organisational Parent,
Chart of Account etc) you wish to run the report for.

CP displays the available parameters for the selected reportin a list:

O Display the report L 8 =
For which client tree should the master report 'S03 UoM SoCl: Month End Report (level 0-3) < <Field
description>> <<Account>>' be displayed?
|Account numbgiﬁgme + |Description |Field handle \ =
1030880 ALC H:HAZ School of Arts Lai 17768652
1030160 Alliance MBS H:HMZ Alliance Manches 17768687
1020180 BMH H:KZZ Faculty of Biology, 25056837
1031000 BP-ICAM H:EBZ BP International C1 17768464
1031140 Biological Sciences H:KAZ School of Biologit 25056838
1030000 CCE H:HCZ Centre for Contin 17768664
1030210 CEAS H:ESZ School of Chemic: 17768466
1030660 CEEBL H:LEZ Centre for Exceller 17768633
1030560 CRUK MI H:KEZ CRUK MI 17768568
1030920 Cancer H:MOZ Institute of Canct 17768556
1030910 Cardio H:MLZ Institute of Cardic 17768564
1031110 Central - Other H:VOZ Central - Other 17768807 N
@ oK Cancel

This list can be filtered and sorted to make it easier to find the parameter you want.

Sorting:

The parameters can be sorted ascending or descending alphabetically:

1. Click on the header of the column you wish to sort by.

2. Asmall arrow is displayed in the header:  Dpescription >

3. Adown arrow means the list is sorted Z-A, an up arrow means the list is sorted A-Z.

4. Click on the header again to change the sort direction.

Filtering:

You can filter the list to make it easier to find the parameter you wish to select.
5. Place your cursor over the column you wish to filter on.
6. Anpinis displayed in the header pescription I

7. Click on the pin.
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8. Click Filter.

9. This functionality works in the same way as Excel. You can use the % symbol to represent wildcard
figures.

10. Click OK.

11. The items satisfying the applied filter are now displayed.

The applied filter is displayed at the bottom of the screen. You can edit the filter by
clicking ‘Edit’, or remove the filter by clicking on the ‘x’

12. Once the filter is removed, all of the parameters ae displayed.
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