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[DISCLAIMER]

This presentation document has been prepared by Damstra Technology Limited (“Damstra") and is intended for off line demonstration, presentation and educational

purposes.
The information is not version controlled and as such is subject to change without notice.
Damstra does not accept any responsibility or obligation to inform users of this presentation of such changes.

This includes any copies of this presentation taken and modified outside of the Damstra domain.



The Reports Module allows for report
generation, download and export of
the information stored in all modules
within your system.
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Introduction

The Reports module
allows for report
generation, download &

export of the information |

stored in all modules
within the system.
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Access to the reporting suite is found
under Governance in the menu bar.

The resulting Reports Register displays
all the default reports available within
the reporting suite.
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Basic Reporting Suite
Site Selection
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ite Selection

Reports can be filtered to relate to a
particular Site or Sites, or the entire
Organisation.

& Compiance
[ Assets
88 People

Simply click the Site Selection button in
the Menu bar to select one or more
Sites, depending on the level of access
available to your profile.

RFL Haulage

The Reports Register will then be
filtered to only the selected Site(s).
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Reports

Basic Reporting Suite
Reports Register cont.
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This register is easily searchable with
the use of the filter, which allows you
to stipulate the module you wish to
report on and, if you know part or the
full name of the report you're looking
for, by the use of the search field itself.

Note: These two functions can also be
combined for the desired result.
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Reports

Once you have located the report you
wish to generate, simply click View and
proceed to stipulate your required
Report parameters.

Basic Reporting Suite
Initiate Report
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Basic Reporting Suite
Report Period

Risk Register - All Risks

© Report Parameters

Report Period

Start Date

End Date
o Risk Register - All Risks

Department

L
:
P
L ‘ear © Report Parameters

Include Common Risks
¢ Report Period

Include Reviews

For this Risk Register report:

Show Corrective Controls End Date

Select the Report Period, which can be
a preset period or fully customisable
date range..

Start Date

v e Include Common Risks

Include Reviews
Use Logo Company Name
Risk Select Risk

Show Corrective Controls

Output Format Previe v @

Use Logo Company Name
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Basic Reporting Suite
Department

Risk Register - All Risks

© Report Parameters

Report Period This Financial Year

Start Date 01/07/2017

.Then select the Department..

Output Format

Use Logo
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Basic Reporting Suite
Risk

Risk Register - All Risks

@ Report Parameters

Report Period This Financial Yea
Start Date 01/072017
End Date 0/06/2018

Department

.Choose to include or exclude certain

other data types, [incluce Archive

D Include Commeon Risks

D\n:..r\a Reviews

Risk

Then select the Risk type to be
reported on.

Qutput Format

Use Logo
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Format
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Risk Register - All Risks
© Report Parameters
Report Period This Financial Year
Start Date
End Date

Department

The Output parameter options are

always the same. G it
Choose the format from the dropdown. T
Preview - displays a preview of your

selected report to ensure all data has

been included. Preview
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Format cont.
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Risk Register - All Risks
© Report Parameters

Report Period
Start Date 01/07/2017
End Date 30/06/2018

Department

Inciude Archived

Include

PDF - allows you to select the A
required paper size and orientation and
produces a file to your downloads
folder.

Show Corrective Controls

Output Format

Paper Size

Orientation

Use Logo ABC Industries New Zealand
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XLS format - produces a spreadsheet
file to your downloads folder.
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Format cont.

Risk Register - All Risks

© Report Parameters

Report Period This Financial Year
Start Date 01/07/2017
End Date 30/06/2018

Department

Include Archived
Include Common Risks

Include Reviews

Risk

Show Corrective Controls

Output Format

Use Logo

‘\z:.‘ 783tg8iqgbb2yuq...pdf A
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Basic Reporting Suite
Email

Risk Register - All Risks

Email Report

bort Parameters

Alternatively, you can Emailareport & . i W
directly to as many recipients as e

required.

Note: Select the Company logo to be —

presented on the report and it's ready

to go' t Format PDF °
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Repeat as Required

Risk Register - All Risks

© Report Parameters

Report Period This Financial Yea:

Start Date 7201

Once the report has been downloaded

or email has been successfully sent,

click back to return to the Reports

Register. e——
Simply repeat the previous steps until —

all report activity has been completed.

Paper Size
Orientation

Use Logo

U
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