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5.1 How to access the Dashboard and Login *
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5.2 How to change the date range of a P — B
dashboard / report

Name: | Absence Listing

Date Range
Date range holds important information that affects the running of your reports.
et Range -
soectrangetyper  [Dtemmge <]
From date: 02/01/2023 5]
To date: 13/01/2023 ()

(®)  Under the Bonnet Save || Cancel

Report ropertes - o x

5.3 How to change the employee range of a
dashboard / report

Name: [Abnence iting

© PrintPreview & Print Be Export v % Email v O Resetlayout

Employee Range
Employee range holds important information that affects the running of your reports.

To narrow down the employee range, ciick on the appropriate column fiter icon found on each column header
when hovered over If selecting unique persons, then use the ‘Employee’ column header fiter vith a buiit-in search.
For more advanced fitaring use the fiter editor at the bottom of the grid
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Coope, Michael 22 W44356 ‘ 123456 Employee s | REErD
Wikinson, Matt 24 53 2345032 Employee 1
Zelem, George 26 o 6 Employee — -
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sriggs Philp #8 vaNTe & Employee j vt
Shaw, Honah £11 weteon 11 Employee S
Olcam, Thomas £12 vana7et 345656 Employee (SO,
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5.4 How to change the sort order of a - oo
dashboard / report
o e Sort Order
Sort order holds important information that affects the running of your reports
Select order by:  Department Q +|[Ascending _~
Appearance Select then by: [ Line Manager © ~|[Ascending _ ~
Select then by: v||Ascending v
(@ Underthe Bonnet
5.5 How to add or remove columns from a -0
dashboard / report
Appearance
Appearance holds important information that affects the running of your reports
‘Empluyee ID © FirstName © LastName @ Policy © Absence from @ Absenceto @
() © Absencetype © Authorisation status © |+
‘Au(hansed by © Authorisation finalised ©
Select options: ] Grouping 08 ks
V] Policy
V| Absence from
[v] Absence to
V] Entitler
V] Absence category =
ok | [ cancel
(@) Under the Bonet Save || Cancel

5.6 How to run a Dashboard / Report
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