enQuire

Custom Reports Fact Sheet #9 for Project Managers:
For one of my Projects view all past Outputs and any Output comments

Project Managers (PM) are the managers of a project(s). They have access to
i view, edit and report on the projects they manage.
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@ Log in to your enQuire account, and select the drop-
down arrow next to Custom Reports in primary
navigation, and then Create.

Create a new Custom Report
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Enter a Report Name (mandatory) and Report
Description (optional).
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@
PM - Custom Report 1 All Projects and the Outputs achieved since start date enouzre

@ Apply the following filter:

a) Enter in the Project Id of the
relevant Project into the Project Id

field box

the page. You will now be taken to the
View All Custom Reports screen —your

Query will be listed here.

Custom Report name and then

Generate.

MName

v C&C

v 4 Coastal Publications PJ Report

Actions
[ & Download

7 Delete

v SWRIOMNA

Caastal Dukliratinns PJ Report

Query Builder
Up Down Title

| - Project Id

Project Name

Filter

Enter Project Id _-

;i a - Standard Qutput Code 2 Ciic ter
o - Standard Output Title
_'J a Output Description
i - - Qutput Unit of Measure 1
i - Cutput Unit of Measure 1 Actual
il . Output Unit of Measure 2
'_I a Cutput Unit of Measure 2 Actual
i - Output Actual Periads
i = Output Comments
Select the Save button at the bottom of View All Custom Reports
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Your Custom Report may take a minute to
Generate.
Once the screen has loaded again, select the
arrow pointing to the Custom Report name, which
will drop-down to the Generated report.
ects 17_01_2012
S Select the drop-down arrow and then Download.
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e = — our report will now open in an Excel workbook.
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2 |SEQC SR QueenslanCB1 2 Publicatior Number of written products suc Publications E
3 |SEQC SR QueenslanCB4.2 Knowledge Number of significant knowledy 2 User Reference Group
4 |SEQC SR QueenslanCB3 1 Organisatii Humber of key organisational d Drganisational documer
5 |SEQC SR QueenslanCB4.2 Knowledge Humber of significant knowledg 1 User Reference Group
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7 |SEQC SR QueenslanCB2 1 Training se Number of training sessions, w Training sessions N
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20 |SEQC SR Queenslan CB1.5 Websites Mumber of websites developed website enhanced== N
21|SEQC SR QueenslanCB2.1 Training s Mumber of training sessiens. w Training sessions helcM
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