How to Create a Report (Graph)
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X There is a possibility that the screen image might change.
3 In this manual, the default menus displayed are the default settings.
To change the global menu display settings, please refer to the document “How to Customize the Global Menu”.
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this report in, click “Add Folder”.

2 As of 3 September 2013, the sample reports above are available as presets.




P H R B 'C In the “Add Folder” dialog box, please enter the “Folder Name”.

In “Common Settings”;
If you are the only person who will use the folder, please select

“For Personal Use”.
If everyone in your company will use the folder, please select

“Common “.

When finished, please click “Save”.

Add Folder

Folder Name

I
Monthly repor{™ |

Common Settings
) For Personal Use
@ Common
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Please select the folder you added, and click
“Add Report”.
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Report Name

Enter report name

Report Namel Sales report

In the “Add Report” window,
please enter a name in the “Report
Name” field, and click “Next”.
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Add Report

Name Data Source ” Fields |

Report Category

Select report category.
() Client

() Contract

() Recruiter
©Job Please select “Report Category” in
© Person the “Data Source” tab.

) Resume

To follow this example, please select
— “Sales” and click “Next”.

Cancel




HR-B C

Add Report

‘ Name ” Data Source H Fields

Report Fields

Select items to be displayed in report from category fields.
Drag and drop from selection area of left side to the right side of page

Selected Fields Available

v Client

» Recruiter

Job

In the “Fields” tab, please click “Sales” S—
to display available candidate items in J—

the category field. Sales

Cancel
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Add Report
Drag and drop frem selection area of left side to the right side of page

Selected Fields Available
» Client
v Recruiter
v Job
Person
Resume
Sales

Sales ID

Sales Amount

Record Date

Please move the required items for
this report to “Selected Fields” by
dragging and dropping.

BEilling Client Name
Billing Division
Billing Title

BEilling Name
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Name ” Data Source H Fields ‘ Criteria H Preview H Graph ‘

Report Fields

Select items to be displayed in report from category fields.
Drag and drop from selection area of left side to the right side of page

Selected Fields Available

v Client
Record Date

Sales Amount Recruiter
Sales Owner Job

Sales ID Person

Resume

Sales

Billing Client Mame

When finished moving the required items,
please click “Next”.

Billing Division

Billing Title

Billing Name

Billing Zip Code

e
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Add Report

| Name H Data Source ” Fields ” Criteria ” Preview ” Graph ‘

Entry Criteria

Add settings for field condition. Add field on clicking [Add Search] button and set condition

Add Criteria

The range of data to be displayed in this report can be set.

Please click the plus button next to “Add Criteria” in the
“Criteria” tab.

c-jp.porterscloud.comy/report?menu_id=9#
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Select Extract Criteria x
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»  Client

In the “Select Extract Criteria” window,
please click the item you would like to designate a
range for. Please click “Record Date” as an example.

Recruiter

Job

Person

Resume

£ sales

Sales ID Sales Amount Record Date

Billing Client Name Billing Division _Billing Title
Billing Name Billing Zip Code Billing Country

Billing Prefecture Billing City Date Created
Registered by Date Updated Updated by
Joining Date Sales Owner Sales Phase Memo

Sales Phase Date Sales Phase Recent Flag Sales Phase
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Name ‘ Data Source H Fields ‘ Criteria ‘ Preview ‘ Graph ‘

Entry Criteria

Add settings for field condition. Add field on clicking [Add Search] butten and set condition
Add Criteria

Record Date

: Current Month & Next Month & Month after v |

T

Please designate a criteria range,
and click “Next”.

>¢More conditions can be added by clicking the
plus button next to “Add Criteria”.

Cancel
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Report Preview

Confirm sample to be created. If it is ok, click [Save] and select [Next] if you want to create more graphs.

| Sales Amount Record Date Sales Owner Sales ID
1200000 2014/5/16 Catherine Porters 10001
1500000 2014/6/16 Catherine Porters 10002
1300000 2014/5/16 Nozomi Ishii 10005
2000000 2014/6/16 Nozomi Ishii 10006
1200000 20 6 Stacie 10007

In the “Preview” tab, please check the
sample contents and if you are satisfied,
click “Next”.

Cancel
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Add Report

‘ Name H Data Source H Fields H Criteria H Preview H Graph H Axes ‘

Graph Type

Select Graph Type

Bar Graph

In the “Graph” tab,
please select the graph type
I I and click “Next”.

Cancel
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‘ MName H Data Source H Fields ” Criteria ” Preview ” Graph “ Axces

Graph Axis
Select Vertical and Horizontal Axis from Selection.

Horizontal Axis Available

v Sales

Vertical Axis —%

Grouping Unit

In the “Axes” tab, please click “Sales” to
display the items under “Available”.

Cancel
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‘ Name H Data Source H Fields H Criteria H Preview ” Graph H Axes

Graph Axis

Select Vertical and Horizontal Axis from Selection.

Horizontal Axis Available

~ Sales
| Record Date
Vertical Axis

Sales Amount
C; Sales Owner

Sales ID

e

Grouping Unit

Please select the items to be displayed on
the graph, and drag & drop them to
“Horizontal Axis”, “Vertical Axis”
or "Grouping Unit”.

| Save | | Cancel |
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Add Report

‘ Name ” Data Source H Fields H Criteria ” Preview H Graph H Axes ‘

Graph Axis
Select vertical and Horizontal Axis from Selection.

Horizontal Axis Available

~ Sales

Every Year Record Date
Per Month

Vertical Axis Per Day Sales Amount

Record Date

Sales Owner
Sales Amount

Sales ID

Grouping Unit

Sales Owner

When all settings are completed,
please click “Save”.
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Add Report

‘ Name H Data Source H Fields ” Criteria H Preview H Graph ” Axes ‘

Graph Axis
Select Vertical and Horizontal Axis from Selection.

Horizontal Axis Available

Record Date Per Month ¥ e

Record Date

Vertical Axis Sales Amount

Sales Owner
Sales Amount

Sales ID

Grouping Unit

Sales Owner

When all settings are completed ,
please click “Save”.

1
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\ti Client  Recruiter an Person Resume Sales Process  Activity Report

Back to Folders

Data Source Sales

Sales Report E3

Criteria to Extract Record DateCurrent Month, MNext Month & Month after

Download CSV ‘

Sales Amount
1200000
1500000
2000000
1200000
1300000
2000000
1200000
1200000
1700000

Show |25 El records

Record Date Sales Owner Sales ID
2014/5/16 Catherine Porters 10001
20 Catherine Porters 10002
201 Catherine Porters 10003
2014, MNezomi Ishii 10004
e Tah =N nmni Tehii 10005

<

In the “Report” tab , you can check the contents of the report.

To check the graph, please click the "Graph” tab.

> Data can be downloaded by clicking ”Download CSV”.
> To re-edit the settings, please got to “Edit” on the upper right.
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@ Client Recruiter Job Person  Resume

Back to Folders

Data Source Sales

Sales

Process  Activity

Criteria to Extract Record DateCurrent Month, Mext Month & Month after

Report i Graph i

Report

Catherine Porters ~ Apps - O @

Sales Report

The Sales Report graph will be displayed.

2 To view all created reports,

Sales Report . Y7; ) -
o5 please click “Back to Folders” in the upper left.
I
= W Mozomi shii -
2 1] stacie
E
=L
17
D
B
(%3]
2014/5 2014/6 20147
Record Date

Sales Amount (Total)

Sales Owner 2014/5 2014/6 2014/7

Catherine  Porters 1200000 1500000 2000000

Nozomi Ishii 1300000 2000000 1200000

Stacie 1200000 1700000 1200000
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Folder Maonthly report(For General User)

Graph Sales Report Updated By Catherine Porters Date Updated 2014/5/19 16:37 m

. Progress Report

% Mon thly report
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“Sales Report “is stored in the folder you have created.

22



Regarding Data Acquisition Timing in the Report

B If you create new Report and run it
= Real-time (up to date) aggregate results are displayed

B If you run an existing Report in the past 29 minutes
= Last executed aggregate results are displayed

M If you run an existing Report beyond 30 minutes ago
= Real-time (up to date) aggregate results are displayed

B If you edit first and then run the existing Report
= Real-time (up to date) aggregate results are displayed

For examples: At 10:00 a new Report is created

If you run it at 10:00, you will get real-time (up to date) aggregate results

If you run it in between 10:00 — 10:29, you will get the previous 10:00 aggregate results

If you run it at 10:30, you will get real-time (up to date) aggregate results

If you edit the report at 10:15 and then run it, you will get a real-time (up to date) aggregate results
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