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1 What You Will Need

An Internet Connection

Your username and password
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2 Lesson Objectives

The objectives of this lesson can be summarised as follows:

1. Introduction to Ad-Hoc Reports

2. Creating Ad-Hoc Reports (Adding output fields, sort order and selection criteria)
3. Updating Ad-Hoc Reports

4. Deleting Ad-Hoc Reports

5. Options for Running the Report

2.1 Introduction to Ad-Hoc Reports

21.1 What is ad-hoc report?

= The Ad-Hoc Report facility allow users to create (save and update as required) their customised
data reports. The data results can be exported to various formats (CSV, Excel, Html).

= Ad-Hoc Report is a simple list of data recorded in the database to generate a report with the
required data.

= To create a more complex report, you can specify criteria to match the record to be generated.

= For Example: A record created in a certain date range, addition of a cost centre or a coded field.

= Compared to standard reports, Ad-Hoc Reports are designed to handle instant report

requirements, which could be a one time or a continual requirement.

2.1.2 Why use ad-hoc reporting?

Ad-Hoc Reports are unique to a requirement.

Ad-Hoc Reports can be saved and re-used by the creator or by other users with the correct

security access.

Ad-Hoc Reports can be exported to various formats for further data manipulation.
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2.2 Creating Ad-Hoc Reports

Filter by Module — This displays the main module the report is created
and stored in. To select or change modules, click the drop-down and
|select the required module.

Tasks  Early Intervention  Incident Management  Hazards  Risk Management

All Users —If this
option is selected, all
the available reports
are displayed. The

Y
username column Filter by Module | Incident hd — Allusers [
identifies the report rt Title T me
Eammmm -

NTTDAarta

NTT DATA Figtree Systems

Training

Last Modified from & Last Run Date from
Username
FIGTREE.CS1 p— P—
e [ Search |
Training Title Username
Incident Report FIGTREE.CS1

T

The grid lists all the Ad-Hoc Report saved in that module, showing the last modified date,
last run date, last run by and the owner of the report.

= Module Dependent — The Figtree module that you chose to Report on when entering the Ad-
Hoc Report section will determine the database files and fields that will be available for
creating or updating an Ad-Hoc Report.

= Ad-Hoc Reports are stored against the table and the module they were created in.

= For Example: A Claim Status report will not appear in the Permanent Impairment module.

= To run the Ad-Hoc Reports, click Ad-Hoc Reports tab in System / Reporting top menu. Next

select the main module you wish to create/edit a report in and then click on the Add button.
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1. Click the Add button on the tool bar to add a new Ad-Hoc Report.

Add

Ad-hoc Report Designer X
Report On: > Repart Name:

Fields Output Fields

Filter L

Size: Wrap Text Show Counts

Sort Order Criteria

Closa

Sort Order Fields — This allows you to change or add additional sort orders. Note that the system automatically
inserts the first Output field to the Sort Order column.

Ad-hoc Report Designer &

— 2 Repott Name: Report Name —
Enter a title to
o 2 describe the Ad-

Hoc Report. This

: ; will be the heading
T on your printed
report or graphical
output.

Report On - This
allows you to select
the Main Module you
are reporting from.

Output Fields —
This button allows
you to select the
available fields to be
displayed in the Ad- =
Hoc Report.

Selection Criteria — This button allows you to define what records will appear in the
final result. Using all the available module fields, you can set limits to the type of
records that will appear in your report.
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Report On

Select the Main Module from the Drop-Down List that you want to report on.

2.2.2

Ad-hoc Report Designer

Report On:

Fields
Filter

| Ad-hoc Report Designer

‘ Report On:

Incident

Fields

Filter ||

=39 Incident

1l

==

==

EHows#

[ *Given Names

=] *INC Risk Treats
[=] *Init Risk Rev#
=5 Whys Flag#

[=] Action Completes
[=] Actions comments
=] Active?

[=] Activities

[=] Add attachments on save
[£] Additional users

[=] Affected person

[=] Affected parson type
=] Alone systam#

[= Ambulance involved
[=] Any witness{es)
EIC1 root cause

[ C2 root cause
[=]C3 root cause

[=] €4 root cause
[E1C5 root cause

[& Cancel incident

= Cause

= Cause (b)

= Cause (¢}

< Loss Control
. Madical Appointment
: Madical Cartificates

Offer of suitable duties
OHS/WC. Claims
OHS/WC. Financial Summary
OHS/WC. Transactions
OHS/WC. Workshest
Organisation Structura
Periodic Review (QLD)
Permanant Impairmant
Paolicy

Policy Insurar

Policy Transaction
Proceadings

Output Fields

- Report Name:

Output fields

o)

Size: 0
Sort order Criteria

AND OR NOT ( )

NTTDaTa

[[] WrapText [] Show Counts

Close
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Fields
Filter

= (] Incident
= (Z] Injury
= (Z]Hazard
+ [ Risk

= (ZJ Control
= ] Actions

= [—JIncident Part &

= [_7] First Aid

= (_] Proparty Damage

=27 Vehicle/Equipment invalvad

& (Z7IM Master
T Witnesses

= [CJ Warker Compensation Claims
=27 Link - Records Management
= (Z Records Managament

Click on the plus size beside the Module Name for the module that you want to report on. All

fields within that module will then be shown

Output fields are the column headings that appear within the Ad-Hoc Report.

When you find the field that you want to include in the report, either Double Click on it and it will

be added to the list of Output fields, or drag and drop it into the Output Fields

| Ad-hoc Report Designer

Report On: Incident

Fields

Filter | time

=3 Incident
[=] Conditions at time
[=] Created time
[=] Duties at tima of injury
= Incident time
[=] Last modified time
= Timeframe Valus#
& Injury
(] Hazard
@Rk
=] Control
@[] Actiens
® (Incident Part A
&[] First Aid
@ J Property Damage
(] Vehicle/Equipment invohed
® 1M Master
# ] Witnesses
[ ] Worker Compensation Claims
@ 7 Link - Records Management
(] Records Management

T Report Name:

Output fields

o o o thencidnt

{character) 20 (character) 1000 (date) 13 (character} 20
Edit | Delete Edit | Delete Edit | Delete Edit | Delete
Size: 1053

Sort order Criteria

AND OR NOT ( )

[C] WrapText [] Show Counts
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Output Fields

edit the details of haracter) 12 (date) 10 (code - description) 9
the field \
Edit | Delete Edit | DelEE dit | Delets

Size: 31

Sort Order Criteria

Print Label — This Name of the case manager x T ) Code /

is the name of the Description -

field that will Print tabet: Name of the case manag This gives you

appear on your Size: 9 the option to

report. Cod / Description: | Description chose to display
either the code

— value,_ the
description of the
\ code or both.

Size — This displays the
total width of the column.

= To adjust the position of any field displayed within the Output fields section, click on the field and

drag it into the new position

Before:
Output fields
Incident number | Describe how the incident | Incident date | Incident time
(character) 20 [character] 1000 (date) 13 {character) 20
Edit | Delete Edit | Delete Edit | Delete Edit | Delete
After:
Output fields
Incident number m Describe how the incident | Incident date
[character) 20 [character) 20 [character) 1000 {date) 13
Edit | Delete Edit | Delste Edit | Delste Edit | Delete
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2.2.3 Sort Order

Sort Order

_______________________________________________ After establishing the output fields,
Injury date % you next need to establish the output
: Order: Normal ' | order. The system allows you to sort
+ Page break?: No ' | from any field. Just drag and drop the
' Totals?: No ||| field into the Sort Order box

= The Sort Order Maintenance screen defines the sorting order of the output fields in the report, for
example, in ascending or descending order. You can also select Page break option to define the
page break in the report and / or select Totals option to produces the sum totals for the selected
field.
= Adding a field to the Sort Order section:
e Drag and drop the field into the sort order section.
= Removing a field from the Sort Order section:

e Highlight the field you wish to remove in Sort order section and click the “X” delete button.

224 Selection Criteria

Criteria

AND OR NOT ( )

= The Selection Criteria box allows
you to define the records to be
displayed in the result.

= Using all the available module
fields you can set limits to the type
of records that will appear in your
report.

= Multiple criteria selections can be
specified by using logical
operators of And, Or and
brackets.

= Click Add to display the Criteria
Selection screen.

= Drag and Drop the field you want to base the Criteria on into the Criteria Selection Box.
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Criteria

AND OR NOT ( )

= Configure the field by clicking on the RED and BLUE hypertext

Criteria
AND OR NOT ( )
= The And, Not, Or and Brackets action buttons are available to assist you in building the criteria.

2.3 Options for Running the Ad-Hoc Report

= Click on the Report itself to open the Run Report screen.

Run Ad-hoc Report %

Include a specification page [
Generate with totals only {no detail records) [
Generate raw data only (comma separated file csv) [

= Include a Specification Page — This option allows you to display the fields, the sort order options
and criteria used to generate the report.

=  Generate with Totals Only — This option allows you to generate a total only or summary type
report.

= Generate raw data only — This option allows you to generate the data as a CSV output.
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2.4 Accessing the Previously Generated Reports

= Click on the “Available reports” where the previously generated reports are available in the
chronologically order.

Reporting

Ao o

Report Name Date Time Report Size Download (zip) Delete
Case Notes Report 29/09/2017  16:19:05 RO029495. pdf 4.6kb ) 1
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OCEANIA

Australia (Head Office)

Level 12 / 15 Castlereagh Street
Sydney NSW 2000

Australia

Phone: +61 2 8020 8100

Email: Figtree.Support@nttdata.com

New Zealand

49 Market Place, Viaduct

Auckland 1010

New Zealand

Phone: +64 9 352 2077

Email: FigtreeNZ.support@nttdata.com

EUROPE

3rd Floor 2 Royal Exchange

London EC3V 3DG

England

Phone: +44 20 7220 9210

Email: FigtreeUK.support@nttdata.com

NORTH AMERICA
130 King Street West, Exchange Tower

Suite 1000 Toronto, ON M5X 1E2 Canada

Phone: +1 647 943 1379
E-mail: Figtree.Support@nttdata.ca
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