Creating user defined reports and
reporting on event dates
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Step 1 — Creating the User defined report

e Launch tax platform and click the third icon on the toolbar
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e This will then display a screen showing any previous user defined reports set up and also the facility

to add new reports — click Add
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e This then views the screen where you build the template of the report, and this section is split into
four — Header, detalil, totals and footer. On the right hand column it displays all the fields that can be

reported on
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e You enter a report title, and then click the relevant field and drag across to the left hand side of the

screen, ensuring that you insert it in the second section (details)
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e The report should be displayed as above, with the title appearing in the header section, and then the
boxes of X’s in the detail section. Once the report has been completed you close and click yes to
save changes

Step 2 — Producing the report based on event dates

e To print the report you click the print button
-
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e This will display the print window where you can select certain criteria and printing options, and also
filter on client type and tax year

PTP Software & Services is a trading name of PTP Software Ltd which is part of the IRIS Group. PTP and IRIS are trade marks. © PTP Software Ltd 03/10. All rights reserved. Page 3 Of 6

www.ptpsoftware.co.uk



Creating user defined reports and P P
reporting on event dates

Pt Repor 2.

— Selection Criteria
For Taxear
[~ Client Code From | To | ﬁ
[ Gender * Female " Male | Active / archive
[~ Date of Birth [client) Fn:.ml I Ta | I I.-'l'-.ctwe clients only LI
[~ Date of Birth [zpouse] From | / / Ta |/ Prewview | Save Criteria |

- Print
[~ tarital Status I vl TiF1 Etr

I datizvmsCanon_Mono ;I

[T Dan'tdct For i Yes = Mo | [~ Duplex
[T Trust Type I LI Prirt Beport | Brinter Setup |
[T FeeEarner I LI

" Export to CSY file

|gnare Exnart |
4 criteria =

[~ Only inchude where "'T ax Due This Year is non-zem

[~ Only inchude where ''Tatal Tax Due' iz non-zern

[T Only include where "Payment On Account'' is non-zern

[T Only inchude where "January Tax Papment' is non-zero

[~ Only inchude where "B alancing Payment'' is non-zero

o o o % Edit Lapout... Cloze

PTP Software & Services is a trading name of PTP Software Ltd which is part of the IRIS Group. PTP and IRIS are trade marks. © PTP Software Ltd 03/10. All rights reserved. Page 4 Of 6

www.ptpsoftware.co.uk




Creating user defined reports and P .
reporting on event dates

SOFTWARE & SERVICES PART OF IRIS

e To report on event dates you select the event you want, and then select a date range, such as date
is on or before, or date is equal to. You can also produce a report showing clients that haven't yet
been acted on, such as Clients not yet filed online. To do this you would select event 25, date is
equal to and then leave the date box blank and then click preview and this will then show all clients
that don’t yet have a date in event 25, therefore all clients not yet filed
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(@ Print Preview
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Demo1 Mr A Black 28289 39274
Demo1a Mr A Black 28289 39274
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testclient test client 87897 87777

e The reports can also be exported into csv file in excel. This is done by clicking the export button on
the print window
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