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Company Reports

1. From My Company, click Company Reports on the left hand navigation.

My Company

ProjectTeam, Inc.

Company Details
Users

nvitations

Projects

Company Form Types

Company Fields

Company Reports

2. Reports and Dashboards will load. From the top navigation of the Reports area, click the Plus
icon button.

ok | Build

‘ pp  Express Report

O Advanced Report

i= Crosstab Report 11

‘e
Assemble

B Dashboard

3. Select the appropriate report type under Build.
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p¢  Express Report

&= Build
k

O Advanced Report

i= Crosstab Report 1

C)

Assemble

B Dashboard

4. Express Report — Quickly create tabular reports with essential operations like sorting, filtering
and calculations. Easily format and summarize data.

a. Enter the report name in the blank field.

Name Categories Sorts Filters Layout Options =] Export PDF  w

Enter the report name

Test Report

‘Select folder for the report

> = Unpublished Standard Reports
> = Published Standard Reports

b. Select appropriate folder to create report within.

Name Categories Sorts Filters Layout Options A Export PDF | w

Enter the report name

Test Report
Select folder for the report

» & Unpublished Standard Reports

> = Published Standard Reports

Note: It is recommended to create the report in the Unpublished folder first. Once a
report has been created it can be moved to the Published folder. Reports in the

Published folder will display in the reports within a project under My Company
Access\Standard Reports.

c. Click the Next button or Categories, select form types to be included in report. Click plus

icon at the bottom of the list or the arrow icon next to appropriate form type to add to
the report.
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Name Sorts Filters Layout Options A Export PDF | v

Select categories 10 NCIUGE ON rEpOTT

Suppress
Duplicates Category Name

Action ltems

[+]

Action ltems - Assigned To

Another Tests

ASls

Budget Amendments

Budget Amendments - Amendment [tems
Budget ltems

Budget ltems - Approved Budget Amendments
Budget Items - Pending Budget Amendments
Change Orders

Change Orders - Change Details

Company Logo

Contract Exhibits

Contracts

== Add i ]

Previous Cancel Save and Close

Note: Multiple form types may be added to a Company Report but any project custom
from types cannot be added to Cross Project Reports.

d. Click the Next button or Sorts, Click plus icon at the bottom of the list or the arrow icon
next to appropriate field type to add to the report.

Name Categories Filters Layout Options =] Export PDF | w

Select sort fields

Sort By Sort Order
Action ltems v
Assigned By
Assigned To

Date Completed
Document Reference
Document_ID

Due Date

Naotes

Subject

== Add =} Add Formula

Previous Cancel Save and Close

Note: Sorts may be applied to the field types. With the Field Type selected, choose the
appropriate sort to apply to the report.

e. Click the Next button or Filters, select form type from the drop down and appropriate

field. Click plus icon at the bottom of the list or the arrow icon next to appropriate field
type to add to the report.
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Name Categories Sorts Layout Options A LELLELY | ExportPOF w
Select filter fields 1o include on report
Filter By
Action Items A
Assigned By :]
Assigned To

Date Completed
Document Reference
Document_ID

Due Date

Notes

Subject

o Add

SUMMARY

Note: Filters may be applied to the field types. With the Field Type selected, choose the
appropriate filter value to apply to the report.

f. Click the Next button or Layout, select the field type and click the plus icon to add to the
appropriate Source (Row Header, Column Header, Tabulation Data are all required).

MName Categories Sorts Filters Layout Options (= Run Repor: RGRERT TR

Select fields 1o include on report

Data Field Summary Function
Action Iltems hd
&

Assigned To

Date Completed

Document Reference Summarize By

Document_ID Action ltems

Due Date

o aa & adaplank ¥ Page Header ([ Page Footer [ Grand Total
e | Bl hal| L BIU A% @ == E = Theme Custom -

Previous Cancel

g. Click theNext button or Options, this is where you can set any options that you would
like applied to your report.
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Name Categories Sorts Filters Layout -EE
Information —_—

Export Include Setup Info No  w
Advanced Filter Execution Window | Default v O Always Show Filters in Report Viewer

No Data Qualify Display Mode |Show Messagew

Previous

=] Expart PDF | w

Cancel Save and Close

h. Click the Save and Close button, or click the Run Report button to view the report.

Name Categories Sorts Filters Layout Options
Information
Export Include Setup Info No  w
Advanced Filter Execution Window | Default v | O Always show Filtersin Report Viewer

No Data Qualify Display Mode | Show Messagew

Previous

A Runnemn Export PDF | w

Cancel | Saveandcluse

5. Advanced Report — Create reports containing charts, maps, gauges, and images. Add group

sections to provide more flexibility in how data is displayed.

a. Enter the report name in the blank field.

Name Categories Sorts Filters Layout

—_—
‘Enter the report name

[Test 22MAY2019]

Select folder for the report

» = Published Standard Reports

»  Unpublished Standard Reports

b. Select appropriate folder to create report within.
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Name Categories Sorts Filters Layout

Enter the report name

[Test 22MAY2019]
Select folder for the report

»  Unpublished Standard Reports

» = Published Standard Reports

Note: It is recommended to create the report in the Unpublished folder first. Once a
report has been created it can be moved to the Published folder. Reports in the
Published folder will display in the reports within a project under My Company
Access\Standard Reports.

c. Click the Next button or Categories, select form types to be included in report. Click plus
icon at the bottom of the list or the arrow icon next to appropriate form type to add to
the report.

Sorts Filters Layout

Select categories 18
Suppress

Search Duplicates Category Name

Action tems

v

Action Items - Assigned To

Another Tests

ASls

Budget Amendments

Budget Amendments - Amendment ltems
Budget ltems

Budget Items - Approved Budget Amendments
Budget Items - Pending Budget Amendments
Change Orders

Change Orders - Change Details

Company Logo

Pantract Evhihite

o Add (i ]

Previous Next Cancel

Note: Multiple form types may be added to a Company Report but any project custom
from types cannot be added to Cross Project Reports.

d. Click the Next button or Sorts, Click plus icon at the bottom of the list or the arrow icon
next to appropriate field type to add to the report.
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Name Categories Sorts Filters Layout

Select sort fields

Sort By Sort Order

Action Items hd

Assigned To

Date Completed

Document Reference

Document_ID

Due Date

Notes

Subject

o= Add o= Add Formula

Previous Cancel

Note: Sorts may be applied to the field types. With the Field Type selected, choose the
appropriate sort to apply to the report.

e. Click the Next button or Filters, select form type from the drop down and appropriate
field. Click plus icon at the bottom of the list or the arrow icon next to appropriate field
type to add to the report.

Name Categories Sorts Filters Layout
Select filter fields to include on report
Filter By

Action Items v
Assigned By
Assigned To

Date Completed
Document Reference
Document_ID

Due Date

Notes

Subject

o= Add

SUMMARY

Note: Filters may be applied to the field types. With the Field Type selected, choose the
appropriate filter value to apply to the report.

f. Click the Next button or Layout, select the field type to include in the report. Click the
arrow icon to add to Data Field.
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Name Categories

Select fields 10 include on report

Action ltems

Assigned To
Date Completed
Document Reference

Document_ID

o Add

Sorts

e

Data Field Summary Function

Summarize By

One or more non-formula sorts must be defined to summarize

¥ Page Header (0 Page Footer [ Grand Total

Previous Cancel
g. Click the Finish button.
ok | O New advanced Report Getting Started
E Search report names. Complete the steps in the wizard below to create a new report
Company Reports Name Categories Sorts Filters Layout
> & Unpublished Standard Reports
(0] Select fields to include on report
» = Published Standard Reports
. Data Field Summary Function
Action Items T 2 Action ems Assigned By fi None v AvX
Assigned To
Date Completed Summarize By
Document Reference [ Action Items
Document_ID
Fas @ PageHeadar O Page Footer (O Grand Total
23MAY201
9
Assigned By
Report De Assigned By 1
Assigned By 2
Assigned By 3
Assigned By 4
h. To view the report, click the Run Report button.
e | 0 z3mav2019 Getting Started
b 5 o4
A * * g, PE 3/ [ v IEE > AEo
~ — —
E Fields v B T U- A% = E O Export POF | W
G) > Action ltems T A (Assigned By)
B 23MAY 201
Page Header 9
2
3 Assigned By
—
Detail 4 Acion

Iltems Assigned By

6. Crosstab Report — Create reports that pivot data. The number of columns and rows in the
crosstab expands based on the data itself.

a.

Enter the report name in the blank field.
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b. Select appropriate folder to create report within.

Name Categories Sorts Filters Layout

Enter the report name

Test 22MAY2019

Select folder for the report

»  Unpublished Standard Reports

» = Published Standard Reports

Note: It is recommended to create the report in the Unpublished folder first. Once a
report has been created it can be moved to the Published folder. Reports in the
Published folder will display in the reports within a project under My Company
Access\Standard Reports.

c. Click the Next button or Categories, select form types to be included in report. Click plus
icon at the bottom of the list or the arrow icon next to appropriate form type to add to
the report.

Name Sorts Filters Layout

Select categories 10
Suppress
Search Duplicates

Category Name:
Action [tems :
Action ltems - Assigned To —
Another Tests

ASls

Budget Amendments

Budget Amendments - Amendment items

Budget Items

Budget Items - Approved Budget Amendments

Budget Items - Pending Budget Amendments

Change Orders

Change Orders - Change Details

Company Logo

Fantrart Evhihite

= Add i ]

Previous Cancel

Note: Multiple form types may be added to a Company Report but any project custom
from types cannot be added to Cross Project Reports.

d. Click the Next button or Filters, select form type from the drop down and appropriate
field. Click plus icon at the bottom of the list or the arrow icon next to appropriate field
type to add to the report.
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Name Categories

Select filter fields to include on report

Action ltems
Assigned By
Assigned To
Date Completed
Document Reference
Document_ID
Due Date
Notes
Subject

=+ ndd

SUMMARY

Sorts | Filters I Layout

£ -

Filter By

Previous Next Cancel

Note: Filters may be applied to the field types. With the Field Type selected, choose the
appropriate filter value to apply to the report.

e. Click the Next button or Layout, drag and drop the field type into the appropriate
Source (Row Header, Column Header, Tabulation Data are all required).

w I NewCrossTab Report
[ Search report names

Company Reports

> &= Published Standard Reports

Report Description

® > & Unpublished Standard Reports E

23MAY2019WF 23MAY2019 Getting Started

Complete the steps in the wizard below to create a new report

Name Categories Filters Layout
Field Reports ¥ | Felareports pate
Date
o il
Subject
Work Description
+= +m +8 Theme: Basic

Row Header Source

Header Source

Tabulation Data Source

Date column 1 column 2
Date 1 50 30

v

Date 2 27 5

Previous Cancel

fo AV X

= Options

f.  Click the Finish button.
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o | 5= NewCrossTab Report
H Search report names.
Company Reports
@ S Ui sandaaRepons

» & Published Standard Reports

23MAY2019

Getting Started

Complete the steps in the wizard below to create a new report

Name

Action Items
Assigned By
Assigned To
Date Completed
Document Reference
Document_ID
Due Date
Notes
+=

+ll +@8

Categories

Filters Layout

Theme: Basic

Row Header Source

Column Header Source

Tabulation Data Source

v == Options

column 1 column 2

row 1 9 49
L) I ]
Previous cancel ||
g. Toview the report, click the Run Report button.
ok | O 23MAY2019WF 23MAY2019 Getting Started
3 —
B A % 1 7 | & g, A 3 v S WO [ run report |
= Fields e~ B I U. A®B ES 0 Export PDF | %
=
o > Action Items e A 5 e
1 23MAY2019WF
Page Header 2
3
Action
. Date
41 A d B It .Dat
Report Footer ssigned By Completed Cf)nr:li)le?es
5 |Action ltems Assigned By Ingomm:flﬁ‘l’B

References:

QRG — Reports (For more detailed instructions on how to write a report in ProjectTeam)
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