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About this Guide 

User Guide –November 2005 
This edition, released November 2005, is designed to help you understand the 
functionality and usage of the Report Wizard. 

Conventions Used in this Guide 
 Text describing an illustration always appears after the illustration. 

Changes in this Edition 
Text describing changes. 

Notices, Terms, and Conditions 
Copyright 2005 EnfoTrust Networks, Inc. All rights reserved. 

No part of this publication may be reproduced or transmitted in any form or for any purpose 
without the express permission of EnfoTrust Networks, Inc. EnfoTrust Networks, Inc. may 
change the information contained herein without prior notice. 

Copyright law and international treaties protect the computer programs described in this 
publication. Unauthorized use, reproduction, or distribution of this program, or any portion of 
it, may result in severe civil and criminal penalties, and will be prosecuted to the maximum 
extent possible under the law. 

Some software products marketed by EnfoTrust Networks, Inc. contain proprietary software 
components of other software vendors. 

Microsoft, Windows, and Internet Explorer are either registered trademarks or trademarks of 
Microsoft Corporation in the United States and/or other countries. 

EnfoTrust™, EnfoTrust Networks™, PACE™, PACE Admin™, PACE Central™, PACE Mobile™, PACE 
OnSight™, PACE MultiSight™, PACE InStore™, PACE OutSell™, PACE Flex™, and Red Rover™ are 
trademarks of EnfoTrust Networks, Inc. 

Seagate Crystal Reports™ is a trademark of Seagate Software, Inc. 

All other product and service names mentioned are the trademarks of their respective 
companies. Data contained in this document serves informational purposes only. National 
product specifications may vary. These materials are subject to change without notice. 
EnfoTrust Networks, Inc. provides these materials for informational purposes only, without 
representation or warranty of any kind, and EnfoTrust Networks, Inc. shall not be liable for 
errors or omissions with respect to the materials. The only warranties for EnfoTrust Networks, 
Inc. products and services are those that are set forth in the express warranty statements 
accompanying such products and services, if any. Nothing herein should be construed as 
constituting an additional warranty. 
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Reporting  
Reporting allows access to numerous views of information. In general, reporting 
refers to the process of presenting information for visual inspection. PACE 
Central presents many forms of reporting, including Quick-Link Reports, Report 
Wizards, and Detailed Analytical reports. 

Report Wizards  
Report Wizards enable a virtually unlimited scope of reporting capability. By 
selecting those specific areas and items of interest, your final report product 
can be exactly matched to any level of required detail. The report wizard is 
used to allow custom views for Standard Reports, Advanced Question Queries 
and Photo Galleries. 

The Report Wizard Interface  
The report wizard provides two distinct interfaces. The standard report wizard 
interface presents a series of screens used to select the specific items to be 
included in the final report. The Integrated Filter Interface presents all 
relevant filter criteria on a single page, allowing instant filter and sort control 
over the wizard results. In general, each of the reporting areas that use the 
report wizard interface will behave in the same fashion. 

Differences in the report wizard interface will be described within each 
reporting area section. 

The report wizard appears when you activate Report Wizard, Advanced Wizard 
or Photo Gallery. 
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Standard Report Wizard Interface  

 
From the Main Reporting Page 

Click Report Wizard.  
The Standard wizard Interface provides the following filters: 

Divisions 
Select from the list of your rep group division. Keep in mind that the 
organizational structure of the divisions is completely separate from the 
structure of your rep group. 

Market 
Select from the list of markets displayed. The list of markets will be filtered 
based on the Chains and Rep Group Divisions previously selected. 

Stores 
Select from the list of stores displayed. The list of stores will be filtered based 
on the Markets previously selected. 

Vendors 
Select from the list of vendor lines displayed. The list of vendors will be 
filtered based on the Divisions previously selected. 

Departments 
Select from the list of departments displayed. The list of departments will be 
filtered based on the collective department assignments of the vendors 
previously selected. 
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Sheets Types 
Select from the list of sheet types displayed.  

Sheets 
Select from the list of sheet names displayed. The list of sheets will be filtered 
based on the sheet types previously selected. 

Reps 
Select from the list of reps displayed. The list of reps will be filtered based on 
the Divisions, Stores and Departments previously selected. 

Date Range 

Entering Date Ranges 
All of the report wizards will require a date range. The final report will reflect 
information based on both the item selection criteria and on activity performed 
within the date range you provide. 

Use the Pick Date icon to select the desired dates. The date selection calendar 
allows the selection of any date. 

 Use the Month drop down list to select or change the displayed month. 

 Use the Year drop down list to select or change the displayed year. 

 Click the day of the month to select. 

 Click [OK] to select the indicated date. 

 Click [CANCEL] to return to the date selection screen without selecting a 
date. 

About Date Ranges 
 Start Date: All selected activity from this date forward will be included in 

the report. 

 End Date: All selected activity from this date backward will be included in 
the report. 

 If you only supply the Start Date, the report will include all activity from 
the start date through the date of last activity. 

 If you only supply the End Date, the report will include all historical activity 
from this date and backwards through history. 

 If the Start Date and End Date are the same date value, only activity for 
that day will be reported. 

 If the Start Date is different from the End Date, only activity within the 
specified date range will be reported. 
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 Make sure that the Start Date entered is always less than or equal to the 

End Date entered. 

Provide the date range to be used and click [GO] to view results. 

[Hide Filters]: Click [Hide Filters] to shrink the filter area of the screen and 
expose more of the result set. 

[Show Filters]: Click [Show Filters] to expand the integrated filter interface. 
When the filters are expanded, you can review or change your selections. 

[Sort By]: Check any of the Sort-By check boxes to control the sort order of the 
result set. You can modify the sort order of the result set at any time.  

 
Simply click [GO] to refresh the results. 

As you make changes to your selection criteria, all of the following selection 
boxes are refreshed. Use the [GO] option to update the results section to 
reflect any new selection criteria. 
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Saving Report Wizard Results for Anytime-Access  
The Report Wizard Result pages allow you to save the result for use and 
viewing at any time. You can save the result to your personal list of queries and 
you can save the result for other uses to access. 

 Click [SAVE AS MY QUERY] on the top of the results page. 

 Enter the name for your query. 

 Check who you want to save the query for: 

o My User: Save the query to my personal list of queries 

o Other Users: Post this query for other users to view. 
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 Select the User Type. 

 Check each user who is to receive the saved query. 

 Click [CANCEL] to exit the post query feature without posting the query. 

 Click [SAVE] to save the query, the words “Query saved successfully” 
appear in title. 
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