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Reports

Reports are created by Modal to meet the Organisation’s requirements.
Users who have been added to a Report and have view report permissions can 
access and view Reports. 
To access Reports select View from the main menu then Reports.
Reports that the user has permissions to will show.
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Click on a Report title to 
open it then from the 
Report menu select 
Report Viewer.



Report  Viewer

• The report viewer shows as ‘Waiting for parameter values’ which can be set, 
selected in the parameter fields in the right pane.

• Click Submit to run the report
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Report  Viewer

• View the results in the report viewer
• Print or export a report
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Reports

Use the search function to search content. Results are listed in the search pane 
and highlights results in the report
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Parameters can be updated and the report re-run by clicking submit



Report Users

Users (with report permissions) can be added or removed from a report on the 
Report Users page. Select the Department then select or deselect users. If a user 
is in multiple Departments the add or deselect applies for all Departments.

2026 Modal Ltd 8



Make the Connection


	Slide 1
	Slide 2
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9

