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New Custom Report

o create a custom report, navigate hough the four sequentilsteps of first electing deta columns, then formatingthe report output, specifying the fitersiparameters by wch you Ike o run the.
report, and finally saving anclor running the report. Please note: the report output wilnot inchucs rOl-up or suming of deta rows, there wil be 3 unique row as a resul of a change i data (nclucing
ortractor name, work orderiassignment number, expendture type, week ending date, ec.). This inpact s appicable even when the data i not included a5 a eport columnvsibl inthe report output
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Supplier Instructions to Allow Custom Report Sharing

Allow Custom Report Sharing
Log on to http://augustus.iqnavigator.com
1. Click on reports tab

2. Click on the custom reports sub menu link

3. Select a report to create, clone or submit

4. On the ‘Save & Submit Report’ page, Select ‘Organization Reports’, this will allow other users in your company to see and run this report
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5. Click the ‘save and submit’ button

6. Click the ‘submit’ button

**Note: Only users with the Supplier Firm Admin role will have the choice to save the report as an ‘Organization report’.
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