Report Generator
‘ v U - User Guide
==

OverVUE

VUE comes equipped with powerful and useful daily, weekly, and monthly reports while recognizing that every
dealership has unique requirements. You may customize reports in VUE to meet varied needs. Report Generator
provides users a simplified, step-by-step process to create customized and repeatable reports.

PermiSSionS - System
*  Global Features

Report Generator must be enabled to use. Contact VUE Support Parts Inventory
to have the feature switch enabled. Report Generator must be “Create X Read+/ Update X  Delete X
assigned to each company separately.  Parts Invoice

Create X Read ~/ Update X Delete X
Generally custom reports are needed by managers and may be vendor _ ‘
assigned to those roles as needed. Users must have permissions “Icreate X Read+/ Update X Delete X
enabled for the Report Generator and the Global Feature for each Customers
data source (Modules). ) Create X Read + Update X Delete X

Create a New Report

Nav|gate tO Custom Reports

1. Accounting, Sales, Parts, or

Service > Reports > Report

Q I Filters Display Reports | Active Status v | 30 Saved Reports
Generator i sttus
2 W|th|n the Report Report Name ¥ Module = Data Source Created = Last Modified = Active Status tatus = Action
. Inactive Status

Generator screen, C||Ck the ¥r Lorem ipsum report name & Accounting  Customer 10/22/2018 03/06/2021 e e View
Dee O'Kon Dee O'Kon Created By Me

[Create New Report]

bUtton- Lorem ipsum report name & Accounting Vendor 02/13/2017 01/23/2021 01/23/2021 View
Alvena Dietrich Alvena Dietrich Alvena Dietrich

- > Record Count: 99,999

Within the Create New Report | " S S
screen: e x| ot porioan

Record Count: 99.999
1. Enter a Report Name

2. Select the company or 1 ° = T e s s
companies by marking the 4|
checkbox to include each s Bl e ko -

company in the report. o ! . .
3. Click the [Next Step] v L . :
button to advance to the

ford Count: 99
v e T B R
Data Source screen. 4 Lovem psum report nam —
4. Use the dropdown to select X <

a data source.
5. Select additional sources as needed. Note that ° °
dafter a data source is defined, options for the second and third
data sources adjust to list only the data sources that are related to
initial data source selected.
6. Click the [Next Step] button to advance to the Filters screen.
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About Filters

Create Report

Terms:

o A Filter sifts the data source by the
selected Source Field.

e A Filter Statement lets you choose to
include, or exclude the data that matches
your filter criteria.

e You may restrict the filtered data to a
value such as Date Range, Unit Count or
Cost.

e A Filter Set is a string of Filters connected
with an “And” or “Or” criteria.

Report Name

Filters

+ AddNewFilter Set

e m

Columns

PreviousStep  Next Step

EXAMPLE: For a report that includes Active Alternative Part Numbers that start with the number 5000 and

were sold in April for greater than 10 units.
1. Click the [Add NEW Filter Set] button.

2. Choose Active Source Field from the filter
dropdown list. .
3. Complete the Filter Statement by choosing |-

CANCEL

Equals and Yes from their respective g | =
dropdown lists. 5
4. Turn the Filter Statement into a Filter Set by |
marking the And bullet. -
Click the [Add New Filter Set] button.
Choose Alt Part Number from the
dropdown.
7. Complete the Filter Statement by selecting
Starts With and 5000 from the dropdowns.
8. Mark the And bullet.
9. Select April Sales filter from the dropdown
and complete the statement with Greater

on Pt

Than and 10. R

10. Click the [Next Step] button in the lower

right hand corner to load the filtered data
to a columns page.

e The columns in the report are listed in
the order they were defined in the
Filter screen.

e Use the "X" to remove a column.

e Define the sort order. (ie: sort by this :
column first, then sort by this column o
second, etc.). .

o The Display Name field is editable. >

e Drag and drop your report columns in
the order you want them to appear on
the report.

e Click the Add Column link to add a
column.

o Click the Reset Default Columns to
return the columns to the default state.

e Click the Remove All Columns link to
delete all columns and start over.

TPRY ol orioo10n w
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On the Columns page:

e  Click the [Run Report] button. You are prompted to name | Sayve Report 4
the report and to:
¢ [Run the report without saving]. This allows you to | ., 1 ike 1o cave the report for future use?
review the report.
NOTE - To Save the report you must click the [Save] Report Name
button in the Action Ribbon.
o or click [Yes, Save Report]. Enter 8 reoort name to
e Click [Save] in the Action Ribbon to save the report
parameters.
e Clicking the [Cancel] button removes all report parameters
unless it has been saved. fes, Save Report Run Report without Saving
e Reports may be marked as Private (only the creator can
see the report) or Public (all users with Role — YO |

based, or Employee based permissions). © | repon

e  Click the [Share Report] button to share. o EE T
Users that have permission to view are
notified when the owner of the report
changes a data source.

e  After clicking the [Run Report] button you
will be prompted to title the Report.

e Re-Run the report if new data has changed
and you need to refresh the report to the
latest available data from the View Report

r

4 B % @ 8 » @ »
EREEREERERREEEG!

HHHE
233385 &

i1
i it

e
page. SRS
s
@  View Report
@
& ALLREPORTS M PRINT  [3 ExPORT 4 IO copvrerorT B SHARE () DEACTIVATE () RERUNREPORT
Excel
r ra ird iew Details ! ! # Edit Report Criteria
a ¥ - & View Detail CSV (comma delimited Edit R £ Crit
S

On the View Report page:
e Use the [Export] button in the Action Ribbon to create a CSV or XL file.

e Reports may be deactivated or reactivated if you saved the report.

o Clicking the [View Details] button displays

Report Details.

Private Report #* Public Report
e The [History] button provides a history of
saved changes, including, Date, Username,
and change(s) each time the report is saved. * Employes  Position

Share with People and Roles

e Inthe Report screen, the report owner may
grant access to specific employees or Roles
in the dealership. To grant access: _— Read Only X

e Click the [Share] button in the Action
Ribbon. oo "

e Mark the report as Public.

e In the Share with People and Roles
section, search for the employee or role.

e Use the dropdown to grant Read Only or Update privileges.

e Click the [Add] button to include your selection in the list of users.

e Click the [Save Report] button.
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View an existing Report

Create a report using an existing report as a template

Navigate to:

1. Parts > Reports > Report Generator

2. Filter, Search, and Select an existing report from the grid.
- Use the [Filter] button to further sort by Module and or Date.

-Note that if more than one data source is defined, the Module is listed as Common.

- Click on the grid header to sort by that column.
- Click the up and down arrows to change the sort direction.
- Click the Star icon to the left to mark a report as a Favorite.
- Limit the search by Status, Created by Me, or My Favorites.

3. Click the View link in the Action column to the right, to open the report.

vue Woms O 2 PUSN e e o 061001 (01 v
Y Custom Reports
Q Filters Display Reports | Active Status w | 30 Saved Reports
_} All
Report Name Module Data Sour Created Last Modified tat Action
4 in
pSUMm rep: - M Hing Custom 0 018 D370 1
@ Dee O Dee O'Kon Created By Me
-! My Favorites
% Lerem ipsum report name F 3 Accour ting Vendor 02/13/2017 01/23/2021 01/23/2021
b Alvena Dietrich Alvena Dietrich Alvena Dietrich
- Record Count: 99,999
L - ' rts | 11/19/2018 D1/ 29/ 20
Sylvia Parisk yhvia Par
Lorem ipsum report name ,t Payrol Parts Orders 09/02/2020 01/19/2021 01/19/2021
Tressa Schmitt Tressa Schmitt Tressa Schmitt
Record Count: 99.997
¢ Lorem ipsum report name Parts Parts Retums 10/11/2018 03/05/2021 03/05/2021
Parts Involces Sally Kiocko Sally Kiocko Saily Kiocko
R d Cou 9
7 Lorem ipsum report name Parts Parts Masteor 01/15/2020 03/15/2021 View
Mathias Barmows Mathias Barrows
¢ Lorem ipsum report name Service Parts Invoices 09/24/2019 02/20/2021 02/20/2021
Otho Ratke Otho Ratke Otho Ratke
y
View Report
J*
£ ALLREPORTS ol save M CANCEL & it [3 evort v D copvrerort B ACCESS () INACTIVATE %) RERUN REPORT

4. You may use the [Copy Report] button to act as a template to make a variation of the original report.

5. Within the Custom Reports screen (see above), click the Report Name to open the report.

6. Within the Report screen (with proper permissions in place) you may:
-Print the report.
-Export the report. P e ==
-Check the report change history. et e Ottt £ & [ : e
-Grant and rescind access to the report. =
-Inactivate or activate a report.
-Rerun a report to refresh the data.
-Modify or Edit the saved report.
-Edit the Report Name by clicking the

pencil icon next to the report name. You must click [Save] in the Action Ribbon to save a name change.

-Mark as Favorite by clicking the star icon.

7. Click [Save] in the Action Ribbon to save the new report.
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Schedule a report to run at a later date

1. After creating a report in Report Generator, you are able to schedule the report to run automatically at a future
date, or run a number of scheduled times as needed. When the report has run, the owner of the report is notified
that the report has run successfully and is ready to be downloaded.

Navigate to:
1. Accounting, Sales, Parts, or Service > Reports >
Report Generator

.Vd.’

@  Custom Reports@ o A Nt %
2. Search for the report by report name. o [ = TR H
Note: You must be the owner of the report to e o
create or cancel a scheduled report. - g ] swusth ot Schedute
4. Click on the (+) icon in the Schedule columnto | — » | Z
create a schedule to run that report. o - v
Schedule Report - service-test X :f © Z ©
*All fields required. i s £ . =@
Schedule Name @ Output Format 9 A (] “_‘:f"l
Csv - s
[ Z o 9=
@ z o &=
One-time Series
G Z o
Run Date o A (+]
- @ Please complete required fields @ 4 o o=
F Cancel
One-time Series
5. Input a unique Schedule name. The Report name will be added to
the Schedule name as a prefix. Interval
6. Select the scheduled report output from the dropdown. Choose Weekly v QI 12:00aM | ©] st
CSV or Excel format. Monday
7. Select to run the report one-time or to run it for a series of dates. Tuesday Cancel
8. Select an interval for the series of reports to run. Define the Wednesday —
interval, day, and time of day. L e
9. Once all required fields are complete, click the [Schedule] button Fridey
in the lower right.
Run Date N
Q dm@ gt Endofthisquar.. ¥ | Date/Time: 04/01/2024 12:00 AM[{ST

e A notification is sent to the report owner | mansgeNatifcations
each time the scheduled report is run. Tichortions | Okmicsario Schedhie | | Cancal
Click the notification bell icon to open |-
and manage your notifications.

e Clicking on the calendar icon in the iy
Schedule column of the Custom Reports [«

L 1/26/2024 7z o G-
dDat Fred Ernst

screen, opens the Scheduled Instances 2 scheduled Instances
window which displays the schedule wa
name, interval, next and last run, and o f| D e o X
status. Daily SLast: 1/25/2024 10:30 AM EST

« The report owner may use the “X" icon o i s e X
to cancel future occurrences. — —

o Hover over the truncated name to see ol o e X
the full name. 24 _ ———

«  You will be alerted if you try to edit a 7= ke ittt v
report that has been scheduled. - —

o This report contains scheduled instances, and any alterations to the report criteria will affect the scheduled instances.
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