
Report Basics

The New Report Template screen allows you to configure a reusable report setup that
can be quickly generated whenever new surveys are added.

Please note, any data shown within the guides is used for visual purposes only,
and does not represent actual data.

1 Select the 'Reporting' ribbon.
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2 Click 'New Report Template' to generate a new report.
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3 The table in the centre lists each borehole and survey axis included in the
template, along with the selected graph type and view; these defaults can be
adjusted as needed. Options on the left allow you to add or remove rows, run or
reset the report setup, and upload a front‑page image. You can choose whether to
include visual alarms, status information, or annotations in the final report. A live
preview area on the right will update as changes are made, helping you confirm
the template layout before exporting. Once everything is configured, enter a
report name and select 'Generate Report (Export)' to create the file, or 'Save
Report Template' to use the setup again later.
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4 When you first create a report it defaults to include graphs for Checksum,
Absolute, Incremental and Cumulative, for both axis, for each Borehole across the
site. You can add an additional page by clicking 'Add Row'.

5 On the new row, select the borehole you want to show a graph for.
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6 Select which kind of page you want to add - Textboxes are used to edit when
exported in Word. Instead you may want a full page graph.

7 Click the drop down here to select what graph type you want to add to the page.
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8 When you select the borehole and graph type, any views you have saved will be
available in this drop down here to select - with your default highlighted.

9 You will also need to select which axis you want to display.
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10 You can change the page ordering by moving rows up and down by pressing here.

11 Rows can also be removed to delete a page from the report. If you want to reset
back to the default pages the 'Reset All' button is also available.
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12 Click 'Generate Report (Export)' to generate your report - this will ask you where
you want to save the word document produced. You can then edit the word
document to add any text.
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Adding a Front Page Image to your
Report
When generating reports, its nice to add your company branding to the front page.
This guide shows you how you can quickly do this.

1 Click 'Update..' to open a file explorer. Select the image you want to use - for the
best results the image should be 300px by 120px, and be either a jpg or png file
format.
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2 Click 'Open' to use the selected image.

3 You should see the image you have selected appear in the box below.
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4 You can also check the image has loaded correctly by refreshing the preview
(covered in the next quick guide).
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Previewing Your Report

Once you have setup your pages (rows) of your report and added a front page image
you can preview how your report will look before exporting it. This guide shows you
how.

1 Click 'Refresh Preview' to generate the preview.
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2 The preview will generate on the right side of the screen.

3 You can scroll all the pages of the report in the preview window. If you then make
a change to the pages (rows) on the left, you can press preview again to see how
the report changes - for instance you might choose a different page layout or
graph view.
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Saving a Report Template to Re-Use

Learn how to save a report template so you can quickly reproduce it when a new
dataset is added.

1 Ensure you have set up your pages (rows) with page types, graphs and views
setup. Check the preview to ensure you are happy with the template.
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2 Click 'Report Name' here to give your template a name.

3 Click 'Save Report Template' to save the report.
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4 You will see confirmation that the report template has been saved.
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Managing Report Templates

This guide will walk you through how to manage your saved report templates.

1 Select the Reporting ribbon.
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2 Click 'Manage Report Templates'.

3 The Manage Reports screen will appear showing a list of any templates you have
saved. If you have previously run the report it will show in the row information,
including the date range (based on surveys that were included when last run).
Click 'Edit' here to go into a template.
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4 To quickly re-run the template report, click 'Generate Report (Export)'. This will
automatically include any new surveys that you have imported since last running.

5 To delete a report template, click here.
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6 Deleting a report template will ask for confirmation as it cannot be recovered once
removed.
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