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SA5 Report Basics
Boot camp - Standard Reports for 

Scheduling, Production, and 
Financials
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Every report will look at different information, which is to say it all depends 
on what information is needed. Also keep in mind that every report has 
different filters 

Report Basics

which could 
change what your 
looking at.
You can not really 
compare one 
report to another 
since they all dont 
report the exact 
same information.
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If you see “Earliest to date” we recommend changing that to “ALL”. Earliest to date will 
only look for information with a date, if it does not have a date it will be excluded.
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You can use the 
calendar to select 
dates between or use 
the selections on the 
left. You can also type 
in the top box to 
narrow the results of 
options.
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Some Reports may have different selections and will change 
the report criteria itself.

This would look at either a whole program or specific services.
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In more filters you can use flag codes or in Advanced Option use 
filters there to narrow down information further. You can also Send 
to Mapping, Filter by Lis, or produce a simple customer list.
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Need to export data to a Utility or maybe 
mass add/remove flagcodes?

Reports also sometimes have more data 
than the paper can hold, have you tried 
exporting to CSV?

A CSV is a file Excel or Google sheets will 
recognise the data your looking for may 
be there.
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Default reports not cutting it?
Have you tried Mail Merge?

Mail Merge was designed for 
the idea of printing letters 
but is a powerful way to run a 
custom report.
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Mail Merge will have 3 basic selections Customer, Prog/Job, 
Service. With in those 3 is numerous selections to narrow down 
what you’re looking for.
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Report Basics The basic computer 
logic sets the order. 
Selecting all or 
deselecting all will not 
make a selection. 
In example looking for 
all 5-9 status 
customers with a net 
balance that is set to 
Autopay, and the 
program is active for 
the year 2024
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SA5 Reports
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Questions?


