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Creating a LINK Form Submissions Report with Dates

Add a Report

Open Reports — (select View from the main menu and then Reports)

From the Reports page select New and give the Report a Title (must be unique). Add a description optional.
Save the Report Title.
The Report is listed at the top of the table - click on the Report title to open.

Report Designer

Select ‘Report Designer’ from the left menu then once a report outline loads click the top 3 bars to open the
Designer menu and select ‘Design in Report Wizard’

X

@ Details

“\ Design in Report Wizard. .. 2

Click to open the
& Report Designer Designer

Design in Report Wizard...

¥,  Aad Data Source.

H Save

B Report Viewer

Deta

S Report Users

Bottommargini

Select Report Type — Table Report is preselected so just click Next
Select Data Source — the Database is preselected so just click Next

Specify Data Source Settings — in field 2 expand ‘Stored procedures’ and select the query

¢

REPORT WIZARD Specify Data Source Settings

Select Report Type
1. Choose a data connection. 2. Choose predefined queries and/or create custom queries.

Se\[ls:l Data Source
DB Connection Q Entertextto search
SEcaiviaiaiSoticeetngd sp_ReportDesigner_DocumentList(@UserlD, @FileTitle, @FileNumber, @D...
sp_ReportDesigner_DocumentListbyRegionSite(@UserlD, @Site, @Region,...
sp_ReportDesigner_DocumentTagList{@UserlD, @FileTitle, @FileNumber, ...
sp_ReportDesigner_DocumentUsers(@userlD, @FileTitle, @FileNumber, @...

sp_ReportDesigner_EntityAlertList(@UserlD, @FlagType, @Entitylabel)

4., Configure query parameters.

» sp_ReportDesigner_DocumentListbyRegionSite

Cancel Previous Next Finish
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Creating a LINK Form Submissions Report with Dates
Define Report Layout

Overview

REPORT WIZARD Define Report Layout

X Select Report Type 1. Select queries for the report and its detail reports. 2. Select data fields to display in the report.

Cyeasens

Select Data Source v sp_ReportDesigner_DocumentListbyRegionSite
* Object Name_1

s e + DocumentiD

v Document Title
Define Report Layout
OwneriD
v Document Owner

DocumentTypelD

v Document Type

3. Add group fields. 4. Add summary fields.

sp_ReportDesigner_DocumentListbyRegionSite Field Summary Functions

. sp_ReportDesigner_Document. ~ Count x v X
e Region x Site % - & p_ReportDesigner | o o

DocumentiD
Document Title
Document Owner
Document Type

Document Number

pl Site

+ Region % Ignore null values

Document Created By

Document Creation Date Previous Next

1. Check the Query (in section 1) which then shows the data fields in section 2

2. In section 2, select these Data fields - Region, Site, DocumentID, Document Type, Document Number,
Document Title, Document Creation date — any other field is optional — e.g Document Created By,
Document owner etc.

3. In section 3 ‘Add group fields', click Add group (see examples below of the finished Report layout using
these options) The Group fields are used as Headers in the report with the other detail below.
Option 1: Use a single Group and select Region and Site
Option 2: Add 2 Groups ‘Region’ as a Group 1, then add ‘Site’ as a Group2.

4. In section 4 'Add Summary fields’ — expand the query name and select ‘DocumentTypelD. In the Summary
functions to the right select ‘Count’ This enables a Document count to occur per Region and Site.

Region and Site show on
same header

Modal Ltd Region and Site show on [t Modal Ltd
Submission Documents by Regiol different headers

MODAL

Submissions by Region

Document count for Region

Document count for Site

Thursday, Maroh §, 2026 Page 1014 Thursday, Maroh, 2025 Page 103

Click Next
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Creating a LINK Form Submissions Report with Dates
Specify Page Settings:

Y

The default setting is Portrait — click on Landscape to select (best option for more than 4 data fields)

2. Optional to select a colour scheme for the header bands (do this before adding a title).

3. Add a Title for the Report (can be different to the Title given when adding the Report) This is the Title that
will show at the top of the printed \ exported Report

4. Click Finish

Note; Not all data fields including Groups show on the preview — they will be viewable on the Designer page
after clicking Finish.

< REPORT WIZARD Specify Page Settings

Y Eecetienuives 1. Specify page settings and a report color scheme, 2. Specify the report title.

a_._ Select Data Source Paper
Submissions by Region and Site| l
L Size Letter -

Unit: .

Define Report Layout ni Inch o
Width: 11.00

Specify Page Settings

Height:

Do Docume e _|Document Owner |Do D
[Document!D] [Document Title] |[Document [Document Type]
Page Margins
Left 100" Right 100"
Top: 100" Boftom: 100"

Color Scheme

GREY COLDGREY
BLUE

Cancel Previous w

The Report opens in the Designer view with the selected data fields and layout.

» DATA

BottomMargin

» DESIGN

» NAVIGATION

» PAGE SETTINGS

rA
-~ —100% T =
- + %o i PROPERTIES
D Detais A 1 S R R I . | Testngnkrssors D wepon < 41 [ 0
Report Designer s « ACTIONS
- . w = A
B Report Viewer s g - = @ &= g
3
H - S =
. z =
Breiilems ] H LiNK Statistics
« Data Source SalDataSource A=)
O S Document Title Document Type 1D | Document Type || Document Number || Document Creation Date
i Dt L mfamien. @ )0
ﬁ' o [Document Tite] ™ [DocumentTypelD® [Document Type] ™ [Document Number] ™ [Document Creation Date] Filter String - g
alo} 5 sumCount([i
3 Measure Units Hundredths of an Inch A=
a, 2
. - » APPEARANCE
g COUN | sumCount(Ti
Y &
- » BEHAVIOR
|I|I| Current Date and Time: Page {0} of {1},
ilh

» PRINTING

Open the Designer menu and Click Save
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Creating a LINK Form Submissions Report with Dates

1 Details
Design in Report Wizard. .
Report Designer
Add Data Source. ..
Report Viewer

Save
L Report Users

[Document Title] L] [Dm:umerrlTypalDF [Document Type] L] [Document Number] L] [Document Creation Date] L]

sumCount([i

Format Report Design

Moving the Region and/or Site Group band to the upper level and repeating this to show on each page.

Where data has been added as a Group — the default format adds this between the detail band and the detail
band row headings. To format this so that the Group Headings for Region and Site sit above the detail heading
band, then these need to be moved up a level.

1. Click on the green outer margin of the ‘Region and/or Site’ header which opens this rows properties on
the right

2. Check the ‘Repeat Every Page’ so the Region and/or Site header band shows at the top of each page.
(Optional)

3. Move the Level up from 1 to 2 This moves the Group band to sit above the Detail Header (Required).

4. If the Site was added as a separate Group (e.g has 2 groups — 1 for Region and 1 for Site) repeat steps
1-3 for the Site header row.

PROPERTIES

| .
_um,“1..‘?.;‘?.‘J?,‘;?..‘? pHeader! (Group Head... 3l

ONS

Move up from 1 to 2

=
2z
-~
w
4
2N
2
1]
]
I
!
i
i
i

> GROUP

Renonll GrounFc” DH Gre Gr1 RenonH% TopMargin
| 4q &

H grommon
[Document Tite] ™ [DocumentTypeiD® [Document Type] ® [Document Number] ™  [Decument Creation Date] ™ Level 1
sumCount(filt
Page Break None
ol _ Keep Together
COUN | sumCount(Ti
= Check To Repeat the Site band on every Print Across Bands
Current Date and Time “
s page
= e Repeat Every Page
=
£
5
B » STYLES
o
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Creating a LINK Form Submissions Report with Dates

Resize data fields by dragging the cell sides — e.g extend the Document Title or Document Number whilst
narrowing the Document Type. Repeat for both the data title (darker band) and the data result (in the detail band
white) so it matches.

_u_ae ! 1 3 it 4 i ¢ i it i .l
: A

2 Modal Ltd Grab cell edges to Y e})\H

b ! )

- _ rezise the width

z LiNK Documents b

=3

e 0 e

_g_u_, ...... : s
_:3,_ o E ﬂ menl Document Number Document Created By B::;umnt Creation R
el [Document Title] @ ﬁﬁg‘fmema [Document Number] ® [Document Created By] L [[?a‘;;*l‘m"m'emi"“a

“Z N sumCl

5

N

2 COUN |sumc@

o

T Current Date and Time Page {0} of {1}

Date Format

6/25/2024 9:02:34 PM +00:00

This is the default date format 22202431923 AM =000

To change the date format. (optional)

1. Click into the Document Creation Date data field on the Report (has the data icon in it)

2. Expand the Data property

3. Click on the ellipsis in the Text Format String’ field

4. In the FormatString Editor select the date format type.

5. Click OK to save

: : - PROPERTIES m E 5 FormatString Editor x

......... tableCell14 (Table Cell) - Z
Multiline [=] Category Types
Word Wiap v o DateTime widiyyyy (3 Select format
Number MMM d, yyyy
" sTIES Percent M/diyy from types
» APPEARANCE Gurrency dddd, MMNIM d, yyyy
...... .| Special MMMM d, yyyy
,,,,,,, - penAvoR General dddd, MMMM d, yyyy h:mm tt
* DATA MMMM d, yyyy h:mm tt
eessmlenescnpuun of Selected Midiyyyy
Null Value Text =} date
Page {0} of {1} > SUMMARY (=] Format Freview

. 05 3/5/2025
= (. Jauf
Xlsx Format String (=] e m Cancel
Text Format String {0:MMM d, yyyy} e @ ]
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Creating a LINK Form Submissions Report with Dates

Documentid Delete the DocumentID fields in both the Detail and the detail header. The DocumentID (which has
already been saved) is only required in the background to use as the Document count and provides no further
benefit to show it on the Report.

Add a Logo

From the Designer's left menu select the image icon and drag up into the top blank area (Top Margin) of the
Report as an image placeholder (can be placed anywhere in this band).

— — - - L] L)
— x R 100% + :o LJd
A — 1 1 ! 1 1 L L 1 [T TN R T
_ L
)
2 - wn W=
2| -
[ = - . . -
-
- e . = LiNK Statistics
&
) . B 00
=== L R e e e - D - T T i - T i S - TR
o [Document Title] ¥ Document Type] ¥ Document Number] ™ [Document Creation Date] ™
S - .
- =

With the placeholder selected - from the Properties pane in the ‘Image Source’ field click on the ellpisis. This
enables you to select the image from your Files (recommend a small png or jpg). Double click to select to upload
the image to the Report. The image edges can also be resized (drag edge) to fit the image if required.

Add a Label

To add a label - drag the text box onto the Report header. In the Properties details you can enter the Label name.
Under ‘Appearance’ the Font and alignment can be updated.

% W X ~— [ - Tt L]

[E—
A . ] i P T | —¢ . . Iabess Lol - 0B e
----’-- [ - TIHHE ma ARSI Styte Soid - o
' #* ModalConnect |, '}
E i ; MODAL Bordes Wi 1 2@
" ? | °LINK Statistics jaanananannnnani snanannanan il B ok =
L + ot :
O & H
= 5 [ cocument e | Fotem L Tom
- i - [Document Titke) u [Document Type] - [Documeant Number] . [Document Creation Date] i . Size 0
z| sumCouniri
a 5
LN _
'& g LOUN_ | sumCountiTit
| Pl Current Date and Time Page (0} of (1] Forearound Color W i 0,27, 1 -
E - PADDING o
il -] Text Allgnment Top Let [}
® Tt THmmng o
Save the Report to save all format v+ %0
1 1 1 N 1 1 1 e b
changes
g ModalConnect M
MODAL
" LINK Statistics
e [ -
 owmen e ot st ® ocunent wamtse) @ ocanentcresion sty @
\\\\\\\\\ T
cou il
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Creating a LINK Form Submissions Report with Dates
Configure Query Parameters

This is a 2 step process configuring the Query Parameters.

1. From the in the Expression Editor within the Data Source Wizard
2. Then under Parameters, configuring any Parameters to be used as Filters.

Edit Query
1. From the right menu select the Fields icon
2. Expand the top line (SglDataSource)
3. Click on the Query name and select Edit (pen icon) which opens the Data Source Wizard.

FIELD LIST <+ Add Data Source

et v WM Q eertettoseas

Wa e v @ solDataSourcel

MOdaI Ltd MODAL > ﬂsp,Repunues\gnerinucumemusmyﬂe £ B o
) i i ; <" v 7 Paramat Eait
LiNK Documents by Region and Site " arameters
s Jo g
[Document Tite] ® pocumentowner; @ ?vwmeﬂli {(Document Number] ®  [Document Crealed By] [] [Ducumem::reanwna

The Data Source Wizard

From The ‘Data Source Wizard' just select Next (as the query is pre-selected).
Configure query parameters — This lists the data fields available as Parameters for the Report.
The userid is automatically set so requires no further configuration .

Data Source Wizard Data Source Wizard

Create a query or select a stored procedure. Configure query parameters

Query Name:

» @UserlD
sp_ReportDesigner_DocumentListbyRegionSite
» @Site
Query @ Stored Procedure » @Region
Select a stored procedure: » @DocumentType
Search .
Q Sear » @ProvidedBy
sp_ReportDesigner_DocumentAssociationList(@UserlD, @FileTitle, @FileNumber, @DocTitle, @Doct
sp_ReportDesigner_DocumentAttachments(@Userld, @FileTitle, @FileNumber, @DocTitle, @DocNur » @FromDate

sp_ReportDesigner_DocumentEntitiesList{@UserlD, @FileTitle, @FileNumber, @DocTitle, @DocNum|
sp_ReportDesigner_DocumentList(@UserlD, @FileTitle, @FileNumber, @DocTitle, @DocNumber, @L
sp_ReportDesigner_DocumentListbyRegionSite(@UserlD, @Site, @Region, @DocumentType, @Prov

Cancel @)ﬁ Cancel Previous
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Creating a LINK Form Submissions Report with Dates

4. In the Data Source Wizard Parameters list expand Site — Change the Type to Expression, in the value
field click on the ellipsis. In the Expression Editor enter ?Site and click OK.

) Expression Editor x
Data Source Wizard Expand Site - change
Configure query parameters. Type to Expression 1 2site
v @Site
Name
Type Expression -
Result Type System.String -
. o Fields Q, Enter text to search
Value Double click on Ellipsis
Constants » 7 Parameters
* Functions
Operators
Cancel Previous “ Cancel

Repeat this step for the Region Parameter.

Data Source Wizard .
Configure query parameters Data Source Wizard
Configure query parameters

* @Region

Name

Type Expression

Type Expression
Result Type Syatem Strina

Result Type

?Region

» @DocumentType

» @Raninn

Cancel Previous Finish

Previous

Data Source Wizard
Configure query parameters

5. For the @DocumentType - Leave the Type as
‘String’
6. In the Value field enter LINK FORM (use e

» @Region

. Name

exact text formatting)
Tvpe String -
Value LiNK FORM

» @ProvidedBy

Cancel Previous Finish
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Configure Date

Creating a LINK Form Submissions Report with Dates

1. Expand the @FromDate
2. Change the Type to Expression
3. In the Value field click on the ellipsis

» @ProvidedBy
o * @FromDate

MName

Type

Result Type

Value

Data Source Wizard
Configure query parameters.

@FromDate

Expression

21

System_Object

(3 Y

4. In the Epression Editor at the top (next to the 1) enter ?FromDate

o

Click Save/OK

6. Repeat this for the To Date.

Expression Editor

1 ?FromDate] o

Constants
» Functions

Operators

Jo)

» ¥ Parameters

e Save Cancel

Expression Editor

1 ?ToDate] o

Field: Q

Constants » 7 Parameters
» Functions

Operators

e Save

Cancel

7. Click Finish in the Data Source Wizard.
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Creating a LINK Form Submissions Report with Dates

Add Parameters

2 Now the Parameters have to be configured and added to use as Filters in the Report viewer.

The userid is preset so no further configuration required. Note the userid will only show from Reports pre march

2025

ADD REGION (AND/OR SITE) PARAMETER/S AS A REPORT FILTER

To enable the Report to be filtered by Region, click on ? Parameters then the + to open the Add Parameter

window.

In the Add parameter window configure as follows;

O NOOo AN

9.
10.

Name = Region

Description = Region (free text field) This is what shows as the Filter name

Orientation - Horizontal

Type — String

Visible = Yes

Enabled = Yes

Check boxes — check the ‘Allow null value’
Allow null value — there are 2 options here;

Option 1 Check Allow Null value - (none) will show in the Value field. (Then in the Report viewer All
Regions are shown in the Results by default. The Report can also be subsequently filtered by a single

Region).

Option 2; Check Allow Nul value - (none) will show in the Value field — enter O into the Value field to
replace (none). (Then when viewed in the Report viewer to enable results, either clear the Region filter by
clicking x (prior to clicking submit) to return results for all Regions — or enter in a single Region name to

return results for just that Region).
Tag, Expression and Value Source are left as is
Click OK to save

Name

Description

Orientation

Visible

Enabled

Region Value Source (none) -

Horizontal - Optlon 1
Stiing -
Yes f
Yes !

Value shows as (none)

Description

Orientation

Type

Visible

Enabled

Region

Region

Horizontal

Yes.
| Allow nul value
Allow muttiple values

Select all values

Value Source (none)

Optien 2

o Parameter value is 0

“ Caneel

Repeat the Region configuration for the Site Parameter.

Modal Ltd ©

11




Creating a LINK Form Submissions Report with Dates

ADD DATE PARAMETERS

To add the Date Parameters so these can be used to run the Report and filter results; click on ? Parameters then
the +

FIELD LIST

Q Enter text to search..

* m SgDataSource

» &% sp_ReportDesigner_DocumentlistbyRegionSite

» 2 Parameters
=

d parameter

The Add Parameter window opens.

Name — FromDate (no spaces)

Description — From Date (This is what shows as the filter name in the Report viewer)

Type — select Date

Visible — Yes

Value — Defaults to Today — click on the Date selector and select Today. Note; this is editable in the Report
Viewer where the date range can selected using the From and To Date filters.

6. Click OK

O~

Repeat this process to add the To Date — again select ‘Today’ as the Value. This way, in the Report viewer, the date
range can be selected using the From and To date filters without having to reset in the report designer in this
setting. With both the From and To Dates set at the same date this also prevents the Report automatically loading
unecessary results.

Edit Parameters X
m . - A v
O+ Name FromDate Value Source (none)
12 &srid
25 Region Descriptio From Date
© FromDate L Orientatiol Horizontal -
@ ToDate
Type Date -
ab DocumentType
Visible Yes MIFi

Allow null value
Allow multple values

Select all values

ssion
Value e 11112024, 12:00 AM (m]

O -

With Parameters capitation formatting applies, so ensure it matches what was set in the Expression Wizard. E.g
FromDate not fromdate

Save the Report
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Creating a LINK Form Submissions Report with Dates

If the preference is to not show a pre-set Date then after step 4 check to ‘Allow Null Value’ which places an x
inside the date value @5. Click the X which will clear the date but retains the calendar function. Repeat for the
ToDate

Open the Designer menu and Save the Report

Report Viewer

Select ‘Report Viewer' from the left Menu. The Region, Site and Date Parameters are available as filters. Adjust the
date range as required. Click Submit to load the Report for the selected dates. The Report can be run/filtered by a
single Region and/or Site by entering the Region/Site name in the respective filter then click Submit.

R ot - 89—  wnoerage -+ 8 5 A bie
@ Details
PREVIEW PARAMETERS v
@ Report Designer . .
Adjust dates as required From Dete 62025, 1200AM o
B Report Viewer Click Submit to run the Report. _— [ — a
Submissions Report Q
& Report Users Region none)
Site (none|
Submitted date umer Document Number
RESET susmT

count o

The Site count shows at the bottom of each block. The total count for all Regions and/or Sites shows at the end
of the Report

o T 5 — T TEe ~—F = =S s
@ Details
PREVIEW PARAMETERS
@ Report Designer
From Date 1112024, 12:00 AM [u]
B R i o To Date 31612025, 12:00 AM [m}
Submissions Report
S Report Users Region none)
sE Wellington Site (none)

Leave Region and Site
filters at (none) to return
all Region/Site results for

the selected dates.

SITE Wellington

10j09p24 2024100011 Lk FoRu Dctobar202t
10/09/24 2024100010 LiNK FORM October2024

Tor1 ~ 5 — Whole Page ~ + = Eﬁ HE~ Ol oo
@ Details
PREVIEW PARAMETERS v
(Z Report Designer .
TO view reSUltS for a From Date /112024, 12:00 AM [m] {a.
B Report Viewer Submissions Reort Single Region and/or To Date 30612025, 12:00 AM [m]
ubmissions Repol B .
& Report Users Slte_’ Enter the (.Smgle) Region Wellington (] Q
Region and/or Site then o
B Wellington
: Submit to run the Report
Submitted dae Document Number
05/01/24 IDtest forSE 2024030002 LiNK FORM RESET susmMIT
7718724 Unksubmited 18024 2024080003 LiNK FORM
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