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How To: Set up a Report 
 
Under the Reports tab click on ‘Create Report’. Expand the option to ‘Create New Report 
Setup’ and the following screen offers you the chance to create a report from scratch. Select 
the type of report using the radio buttons.  
 

 
 
Alternatively, find a report that is similar and use it as a base for your own amendments. The 
reports are set up using a series of tabbed screens. 
 
Date and Time 
 

 
The period can be selected from the drop down options or, with select period in the box you 
can use the start and end buttons which bring up the calendar. 
 
Use the tick boxes for the days to be included. 
 
Type in specific times in the same format, or leave at 24 hours. 
 
Now click on the next Tab. 
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PBX and Group 
 

 
Select a single PBX or a group of PBXs, or choose All PBXs. 
 
Select a Group if required. New Groups can be created under Reports > Create New Group. 
(See How to: Setup a Group, page 6) 
 
Restrict the selection using the tick boxes if required. For example, if you were only interested 
in seeing where incoming calls are answered by a third party instead of the intended party, 
uncheck the first two boxes.  
 
Select an interval from the drop down options if required. The interval calculates sub totals at 
each interval and is best used with summary reports. 
 
Move to the next Tab. 
 
 
 
 
Filtering 
 

 
Select the filter from the drop down list. If the filter you need is not there, you can create a 
new one under Reports > Create Filter (See How to: Setup a Filter) 
 
Alternatively, use the quick filters. In the example above, a specific trunk has been selected. 
Remember that if you are using both the quick filters they are cumulative, i.e. the call will only 
show if both criteria are met. 
 
Go to the next tab. 
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Columns 
 

 
The default secondary sort is set to Date/Time, however you can select a primary sort from 
the drop down list. If the sort is left as ‘Unsorted’ the report will sort on the first column. 
 
Restrict to first ## entries. When you check the box the option to limit the report to a number 
of entries appears. This is used where you may be looking for the Top 20 highest spenders. 
 
The columns already set up in the report are shown on the right. The sequence can be 
altered by highlighting them and using the up and down arrows. 
 
To select a new column from the left hand menu, click on the column and then on the right 
arrow. 
 
Conversely, to remove a column from the report, highlight the column heading from the list on 
the right and click on the left arrow. 
 
 
Name and Folder 
 

 
The Report name (max 31 characters) is how it will appear in the list of created reports. 
 
The Report title appears at the top of the report. 
 
It is possible to create a new folder by typing in a name here. Alternatively, if you know the 
folder already exists, type in a letter and all the options containing that letter will appear. 
 
The final tab is for confirmation. 
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Confirmation of Setup 
 

 
This tab displays all the parameters that have been set up in the report. 
 
You can change anything by clicking on the appropriate tabs, the information in the others will 
not be lost. 
 
When happy with the report you can ‘Add’ it to the list of reports created or, if amending a 
report, use the Update button. 
 
This screen above is displayed when you click on a report in the Created list. From here you 
can Also Delete the report, Protect it or Run it manually. 
 
Scheduled Reports 
 
If you are scheduling a report, make sure the period is set to a recurring item such as daily, 
yesterday, last week, etc. 
 
(See also How to: Scheduling a Report, Page 5) 


