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A&DMIN USER LOGIN

1. Introduction

This is a tool for Communication, which shall help you to collect the data from the ground level
offices at any point of time. Moreover, such datasets readily available at your demand on click a
button. An innovative data storage and management technology has inbuilt provision for
periodical updating, creation of information / data as per requisite Performa/Format. It shall be
very useful for Top & Middle management, Corporate Planning Department, Project Monitoring
Department and Regional Offices etc.

Hence, availability of information, right data in quickest possible time saves considerable time of
top management as well as facilitates in faster and right decision. The report formats will be
designed and it would be mapped to the respective subordinate users in advance. Report
recurrence will be configured in a Daily/Weekly/monthly /quarterly/yearly manner. System will
automatically send sms & email reminder to the respective offices for submitting the report on
the scheduled time. Upon submission of data from ground, you will be finding the consolidated
report on regular time interval.

This web based system will bring in an electronic environment and will connect all your sub-
ordinate office through this e-report intranet network. Followed by that, user id and passwords
will be given to all the sub ordinate offices under your administrative control. In case you want
mobile based reporting, then mobile number also has to be registered.

The report formats will be designed and it would be mapped to the respective subordinate users
in advance. Report recurrence will be configured in a Daily/Weekly/monthly /quarterly/yearly
manner. System will automatically send sms & email reminder to the respective offices for
submitting the report on the scheduled time. Upon submission of data from ground, you will be
finding the consolidated report on regular time interval.

This will help you having your reports compiled automatically without doing much follow ups &
compilation exercise. You can also see the reporting status of your ground offices.

2. Purpose of user manual

This User Manual contains all essential information for the user to make full use of the
application. This manual includes a description of the system functions and capabilities,
contingencies and alternate modes of operation, and step-by-step procedures for system access
and use.
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3. Login to the System

make mY Report

speed matters

FREQUENTLY ASKED QUESTION

CORPORATE SIGN IN

2 | Enter User Name
DEMO
B | Enter Password

Forgot Password

—_— e

(Fig. MMR 1: Displaying the Login screen of Make My Report)

1. Type the given URL in address bar.

2. Press enter from keyboard; a window appears displaying the login page of Make My
Report (as shown in fig. MMR 1).

3. Type the user id, password & click on login button.

4. As a result the user logon to the Make My Report application. On successful login the

MMR home page will be displayed.
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3. Dashboard

1 Admin | Change Password | Profile | Logout

er:demo )

make my Report

speed matters Dashboard Manage contact My reports

Dashhoard

You have created 72 contacts, 928 contacts more to create. You have created 32 reports, 68 reports more to create.

1 Add Contacts Instant Daily report  Weekly report  Monthly report
2 Create a Report
Report Name : Mail test
) Last Date of Submission © 30/11/2014,
3 Add Fields Total Response Received Today : 1
Total Responze Received for this Repart © 1
4 Assign to Contacts

) Yiew Reply

(Fig. MMR 2: Displaying the Dashboard page of Make My Report)

=

After login to the system it will open the dashboard page.

N

This page will show the details about the report creation and contact creation by the

admin user.

3. User can check the dashboard with response details, click on the view response button to
check the response.

4. There are others tabs in this page as, Instant, daily report, weekly report and monthly

report.

o1

Click on required tab which you want to open with the assigned report.

o

Click on the link in left panel to add a contact, create a report, add fields, assign to
contacts and view reply from users.

7. Click on Take a tour button to check the user guide on using of make My Report.

Page 5 of 22



4. Create New Contact

e Demo Admin | Change Password | Profi

speed matters DETLGET Manage contact My reports
Create new contact
Al (F) mark fields are Mandatory
Full Hame:' Enter Full Name Step1- Download the
excel file format then JIMFORT LUSER DETAILS
fillup and save in .xls
Email 1Dz * Enter Email IT . .
Stpas For importing an Excal
Password:' Enter Password e \ 1. Downiload the User excel file format by clicking Download option.
it Download
2. Fill up the List of Contacts as the format given in the Excel Sheet.
Mobile Ho: Enter baobile Mo. 3. Save the file as s
4. Come back here and, Choose the xlz file, click Submit.
Date of Birth Enter Date of Birth Upload Excel File :* Mo file selected.
Role ACCOUNTS v Submity \
Step 2- Browse the
Designation ACCOUNTS v s file
Step 3- Click on submit
-gm butten to save the contacts
(Fig. MMR 3: Displaying the process to create list of contacts at a time in Make My Report)
1. Go to manage contact menu, then click on create new contact sub menu to create a

contact.

User can create a new contact manually by entering the details one by one or by
uploading the contact list in excel sheet.

Fill up the fields like full name, email-id, password, mobile no., date of birth text box
Select values from role and designation drop down then click on submit button to save
the contact.

You can also create a list of contact at a time by creating the contact list in excel sheet (as

shown in fig. MMR 3).

Click on download button to download the excel file then fill up the list of contact as
format given in excel sheet.

Then save the file as .xIs format.

Browse and select the .xIs file with contact list, then click on submit button to submit the
list of contacts.

Once you will save the contacts, it will be reflected in contact list page.
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5. Contact List

ne Demo Admin | Change Password | Prof | Logout

eridemao )

make mY Report

speed matters

Dashboard Manage contact My reports
Contact list
Full Name Username Contact No. Email ID Reset Password

1 test test&0@grmail.com COMNTACT 0909090909 teste0@gmail.com b Edit Deactive Rezet password
2 test testSa@gmail.com ACCOUNTS 0990897897 testSa@gmail.com b Edit Deactive Rezet password
3 test testSE@gmail.com ACCOUNTS 9593989598 testSE@gmail.com * Edit Deactive Rezet password
E test testS7@gmail.com ACCOUNTS 9509509809 testS7@gmail.com * Edit Deactive Feszet pazaword
5 test testSE@agmail.com ACCOUNTS 4545454545 testSe@gmail.com * Edit Deactive Reset pazsword
[ test testSS@agrmail.com ACCOUNTS 0909090909 testS5@agmail.com * Edit Dieactive Feszet pazaword
7 test testSd@grmail.com ACCOUNTS 0950505098 testSd@gmail.com * Edit Deactive Feset password
g test testS3@grmail.com ACCOUNTS 0905595959 testS3@gmail.com * Edit Deactive Reset password
9 test testS2@gmail.com ACCOUNTS QFEFETOETL testS2@agmail.com * Edit Deactive Feset password
10 test testS1i@gmail.com ACCOUNTS 0200000900 testS1i@gmail.com * Edit Deactive Reset paszsword

(Fig. MMR4: Displaying list of contacts in Make My Report)

1. Go to manage contact menu and then click on contact list submenu to check the details of
created contacts.

Click on edit button to edit a contact (as shown in fig. MMR5).

Click on deactivate button to deactivate a user account (as shown in fig. MMR6).

Click on activate button to activate a user account.

Click on reset password button to reset the password of a contact (as shown in fig.
MMRS).

ok~ wn
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6. Edit a contact

e Derno Admin | Change Password | Profile | Logout

make my Report

speed matters

Dashboard Manage contact My reports
Contact list
Full Name Username Contact No. Email 1D Status Action Reset Password

1 test teste0@agrnail .com CONTACT 0909090909 teste0@agrnail .com * Edit Dieactive Reset password
2 test testS9@agrnail.com ACCOUNTS 0990897897 testS9@agrnail.com ¢ Edit Deactive Reset password
3 test testSE@gmail.com ACCOUNTS Q598959898 testSE@gmail.com * Edit Deactive Reset password
4 test testS7@grnail.com ACCOUNTS QE09809809 testS7@gmail.com * Edit Deactive Reset password
5 test testS6@gmail.com ACCOUNTS 4545454545 testS6@gmail.com * Edit Deactive Reset password
] test testS5@gmail.com ACCOUNTS 09039090909 testS5@gmail.com * Edit Deactive Reset password
7 test testS4@grnail .com ACCOUNTS 0980808098 testS4@grnail .com * Edit Dz active Feszet paszword
g test testS3@grnail.com ACCOUNTS 09035989892 testS3@gmail.com * Edit Dieactive Reset pazsword
9 test testSz@gmail.com ACCOUNTS 9787570872 testSZ@arnail .com * Edit Dieactive Reset pazswiord
10 test testS1@gmail.com ACCOUNTS 0900000900 testS1@grnail.com * Edit Cieactive Feset pazsword

(Fig. MMR 5: Displaying edit button to edit a contact in Make My Report)

no Admin | Change Password | Profile | Logout

make mY Report

speed matters

DETTET Manage contact My reports

Create new contact

Al (%) mark fields are Marndatory

Full Hame:" test
IMPORT USER DETAILS
Email ID: * testB0&@gmail.com .
Stpas For importing an Excel
Mobile Ho: 0909080909 OR 1. Dovwnload the User excel file formst by clicking Doswnload option.
Download
2. Fill up the List of Cortacts as the format given in the Excel Sheet.
Date of Birth 111942 3. Save the file as xls
4. Come back here and, Choose the s file, click Submit.
Role CONTACT 3 Upload Excel File :* - Mo file zelected

Designation CONTACT ~

(Fig. MMR 6: Displaying edit contact page in Make My Report)
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1. Go to manage contact menu and click on contact list submenu then click on edit button to
edit a contact.
2. Click on the edit button to edit the contact (as shown in fig. MMR5).

w

It will open the edit contact page (as shown in fig. MMR®6).

4. Edit the required fields then click on the submit button to edit the details of a contact.

7. Deactivate a contact

make mYy Report

speed matters

Dashboard

Manage contact

My reports

Contact list
Full Name Username Contact No. Email ID Status Action Reset Password

1 test testa7@grnail.com ACCOUNT testa7@grnail.com 4 Edit Creactivate Reset password
2 Test data smru@gmail.com ACCOUNT STRTETETET sraru@grnail.com W Edit Dieactivate Reset password
3 Testing smirutirekha@lipl.in ACCOUNT SESTATATET smrutirekha@lipl.in b 4 Edit Deactivate Rezet password
4 srruti smrutire@gmail com CONTACT 4545454545 smrutire@grnail.com ¢ Edit Dieactivate Reset password
5 test test&0@grnail.com COMTACT 0909090909 testa0@grnail.com 4 Edit Dieactivate Feset password
6 test test59@gmail.com ACCOUNT 0990397597 testS9@gmail.com 4 Edit Deactivate Rezet password
7 test testSE@gmail.com ACCOUNT JE95959595 testSE@gmail.com ¢ Edit Deactivate Rezet password
I test testS7@gmail.com ACCOUNT 9809509509 testS7@gmail.com ¢ Edit Creactivate Reset password
] test testSE@agrnail.com ACCOUNT 4545454545 testSE@amail.com ¢ Edit Deactivate Reset passwiord
10 |test testS5@gmail.com ACCOUNT 0909090909 testS5@gmail .com 4 Edit Deactivate Rezet password

(Fig. MMR 7: Displaying the deactivate button to deactivate a account in Make My Report)

1. Go to manage contact menu and click on contact list submenu then click on deactivate
button to deactivate a contact.
2. Once you will deactivate the contact, then system will not allow the login of the
particular contact until you have not activated the contact.
3. After deactivate a contact an active button will be appear there, you can click on active
button to again activate the user.
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8. Reset Password

emo Admin | Change Password | Profile | Logout

make mY Report

speed matters Dashboard Manage contact My reports
Contact list
Full Name Username Contact No. Email ID Status Action Reset Password
1 test test60@grmail.com COMNTACT 0909090209 testa0@grnail.com  § Edit Cie active | Reset password |
2 test testSo@grmail.com BCCOUNTS 0990597597 testS9@grnail.comm  § Edit Dieactive Reset password
3 test testSE@gmmail.com BCCOUNTS 95989589598 tests8@grnail .corm b ¢ Edit Die active Reset password
4 test testS7@gmail.com ACCOUNTS QE09809809 test57@gmail.com Edit Deactive Reset password
5 test testSE@gmail.com ACCOUNTS 4545454545 testSE@gmail.com Edit Deactive Reset password
& test testS5@gmail.com ACCOUNTS 0909090909 testS5@gmail.com * Edit Deactive Reset password
7 test testSd@gmail.com ACCOUNTS 0980808096 testS4@grnail.com 4 Edit Dieactive Feset paszword
& test testS3@armail.com BCCOUNTS 09085989892 testS3@grnail.com * Edit Dieactive Reset passwiord
El test testS2@grmail.com ACCOUNTS 97ET7ET0E7 testS2@grnail.com 4 Edit e active Feset password
10 test testS1@grmail.com ACCOUNTS 0900000900 testS1l@grnail.com Edit Die active Reset password

(Fig. MMR 8: Displaying the Reset password button to deactivate an account)

1. Go to manage contact menu and click on contact list submenu then click on reset
password button to reset the password of a contact.

2. After click on reset password button, system will show a confirmation message to reset
the password or not.

3. Select ok to reset the password or click on cancel button.

4. If you click on ok button, password will be reset and an e-mail confirmation will send
to the user registered email id with a new password.

5. Then user has to open the e-mail id and click on the link to login in to account with
new password.
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9. Create a new report

‘Welcome Demo Admin | Change Password | Profile | Logout

{ Corporate Useriderno )

make my Report

speed matters DETLGET | Manage contact My reports

Create a new report
All the * mark fields are required

Hame of the report’
Description of the report’

Report type* —Select— 9
Submission per contact' —Select— w

Last date of submission’ 6

—=... 22

(Fig. MMR 9: Displaying the create new report page in Make My Report)

Go to my report menu and click on create a new report submenu.

Fill up name of the report and description of the report field.

Select value from report type and submission per contact drop down.
Select date from last date of submission field and then click on save button.
Once the report will be saved, you can add field and design the report.
Click on reset button, if you want to refresh all field values.

I
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10. Design your report & assign to contacts

Demo Admin | Change Password | Profile | Logout

make mY Report

speed matters Dashboard Manage contact My reports

Design your report and assign to contacts

Clone'Report

s Assign Manage Assign to
# MName of the Report Description of the Report Report Type — Fields f—

Instant
Test for Mobile App . R .

Sub .
Last Date of Submission: 3171072014 oo 07 1Mobile App C;m':‘:':” [ Mot Assigned | Add Field Agsign

Page 1 of 1, showing 1 records out of 1 total, starting on record 1, ending on 1

(Fig. MMR 10: Displaying the add field button to design the report of Make My Report)

Go to my reports menu and click on design your report and assign to contact submenu.
Click on add field button to design the report (as shown in fig. MMR 10).

Then, add the required fields to design the report (as shown in fig. MMR 11)

After add fields to the report, you can assign the report to contacts.

Click on assign button to assign the report to contacts.

gk~ PE
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11. Add fields in a report

Welcome Dermo Admin | Change Password | Profile | Logout

({ Corporate User:demo )

y p Report details can be
speed matters edited and updated here Dashboard Manage contact My reports
add a Field | EditField Edit Report Setting Test for Mobile App Step2-Click on a field to
change the field name
BasicEields n @
)
TEXTBO: <
o TEXTBOX TEXT AREA I Step 4-Assign to contact ﬂ
5 RADIO BUTTON “  CHECK BOX n
- DROP DOWH ) DATE RADIO BUTTOM: QOPTION 1 OPTION 2
FILE UPLOAD B =
s Step1-Click on required n
e field OPTION 1
,,,,,,,,,,,,,,,,,,,,,,,,,,, CHECK BOX: 1
Present Fields CFIER 2 Step3- Check
preview of the
[ E-miail 4 Money
1 Humeric E Mobile Humber [BEIES
e 3
o
& P == Hame ﬂ | &
AR DROP DOWHN: @
FILE UPLOAD: Mo file selected.

(Fig. MMR 11: Displaying the add field a tab to design the report of Make My Report)

Go to my report menu and click on design your report and assign to contacts submenu.
Then click on add field button (as shown in fig. MMR10).

Check the tab as add a field to design the reports with new fields.

Click on the required field in left panel (as shown in stepl of fig.MMR 11)

Click on added field to edit the field name (as shown in step2 of fig. MMR11)

Then, check the preview of the report (as shown in step3 of fig.MMR 11)

Now, click on assign button to assign the report to contacts (as shown in step4 of fig.
MMR11).

8. Click on back button, if you want to go back to previous page.

9. Checks edit report setting field to change the details of report.

10. Then, edit the required field value and click on save setting button.

No ok~ owbdPRE
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12. Assign to contacts

Teams

Assign to Contacts

=&l i Show Users

O check all O Uncheck all

4 @ MAKE MY REPORT
4 @ ACCOUNTS

This check hox is to

a [ Tou (Srutikantalz@gmail.com) -ie— S
assign the report to own

a1 Dermo One (Contactl@grnail.com)

a1 Demo Two (Contact2@grail.com)

a1 Demo Thres (Contact3@gmail.com)

.-n [ Demo Four {Contactd@grmail.com)

& ] Demo Five (ContactS@gmail.com)

a ] Pravu Dutka (Pravu@gmail.com’

& 1 sheikh Enavtulla { Contactenayt@gmail .com 3
a ] Sruti Kant (Contact@grmail .com)

4 [ Sheikh Enaytulla { Contactenayvtl@grnail .comm)
e ] Orkar Rath (Omkarrath@grail.com)

& ] Guest {Guestl@gmail.com)

& ] omkar Rath (Omkarrath@lipl.ind

a [ Test (Test@agrnail.com)

N GaRWDdPE

(Fig. MMR 12: Displaying assign to contact page of Make My Report)

Here user can assign the designed report to contacts.

Select team from the dropdown, click on show users button.

Then it will display the list of user of the team.

By default this page will show all the list of created contacts.

Click on check all radio button to select all contacts at a time.

Click on uncheck all dropdown to unselect the list of contacts at a time.

You can select individual check box to assign the report to selected contacts.

If the user wants to assign the report to own, then select the first check box named as
“you”.

After select the check box, click on the assign button to assign the report to selected

contacts.
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13. View Reply on assigned reports

make mY Report

speed matters Dashboard Manage contact My reports

View reply on assigned reports

Report all Response Al DeadLine DeadLine
Marne : Status - From Cate To Date

B

Clone Report

Status Assign to

Yiew Yiew

Mame of the Report Description of the Report of the S More Delete
Response Rejection
Report Contacts
Mailtest Simssen Rt |
1 Last Date of Mail test p. WAL= - Azsign Delete
N per Contact Received Feponze
Submission:30/11/2014 |
21000 2
Instant
test S:Zn:snsion Mo report
2 Last Date of test per Contact received Azzign Delete
sub ion:30/11/2024 &t
ubrnission: 30711/ 1000 v
Instant Total
Demo Report " a.n . "
5 Lok Bolis of Testing for Mabil Submizsion  Report Wi
ast Da z.a o esting for Mobile app e ) e Asszign Delete
Subrission:31/12/2014 |
000 2
Instant Tatal
tst Submizsion  Report Wi
4 Last Date of dasfadsfwrfzcsd P — Azzign Delete
- per Contact Received | Reponse
Subrnission:31/10/2015 1000 1

(Fig. MMR 13: Displaying view reply on assigned reports of Make My Report)

1. This page will show the reply status from contacts.

Go to my reports menu and click on view reply on assigned reports submenu.

3. Then, click on view response submenu to check the response from contacts on assigned
reports (as shown in fig. MMR 13).

4. After click on view response it will open the below page (as shown in fig. MMR 14)

N
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{ Corporate User:demo }

make mY Report

speed matters pashboard Manage contact My reports

View response

Select Your Fields (Report Fields)

Select Fields

[P TEXTRBONX.,

More Fields

[Location [ replied from device Csnap

Filter By Contact & Report Submit Date
Filter By Fields

Add Formula To Fields

oo (228

Click here to see the pie
chart and bar chart

¥ = Print T POF

Response From Response Date TEXTBOX . 3

1 Demo Admin 15/11/2014 tset

z Demo one 15/11/2014 test

(Fig. MMR 14: Displaying view response page of Make My Report)

1. This page will show the list of response received on a particular report.

Click on more fields check box, if you want to the result accordingly.

3. Tofilter the report in date wise and contact wise, enter the inputs in filter by contact and
report submit date.

4. Select the values from reply from device field in filter by fields, if you want to check the
response received from mobile or web.

5. You can find out the avg., sum, maximum and minimum value of the response report by
selecting the dropdown value in add formula to fields.

6. Click on the chart icon in column name to check the pie chart & bar chart.

N
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14. Response Report

welcome Demo Admin | Change Password | Profi | Logout

{ Cc zridemo )

make MY Report

speed matters Dashboard Manage contact My reports

Response report

Response Assign From Assign To

Status e Date Date

EEDUH Name | | ¢ ystomer feedback

Person Name Assign Date Response Received Mo. of time Responsed Last Response Date
1 Sruti Kant 12/06/2014 Mo 1]
2 Sheilh Enaytulla 12/06/2014 Mo i}

(Fig. MMR 15: Displaying response report page of Make My Report)

1. Here user can view the received response from contacts.

Go to my report menu and click on response report submenu.

3. User can search the response report name wise, response status wise and assign from and
assign to date wise.

4. Select the values in search panel and click on search button.

5. Here user can only view the response report from contacts.

N

15. Archive Reports

e Derno Admin | Change Password | Profile | Logout

rdemo )

make my Report

speed matters pashboard Manage contact My reports

Archive reports

Report Name : —all-- Deadline Fram DeadLline To m

Date Date

Clone’Report

Extend

Stahb
o Yiew Yiew Last Date

Name of the Report Description of the Report of the of Delete

Response Rejection
Form ¥ !

Submission

Picnic Spot for the year 2014 Instant Total
of LIPL L Submission  Report Wignr \

1 Last Date of Plz suggest picnic spots A Received | Reponse Extend Delete
Subrnission:08/11/2014 Contact : 2 4
Employee satisfaction survey Mo report

2 Last Date of Employees satisfaction survey Monthly  received Extend Delete
Submission: 31/10/2014 yet
Production Analysis Mo repart

3 Last Date of Detail about Monthly  received Extend Delete
Subrnission: 30/09/2014 et
PCCF Test Report Sirmesin Ferot | i

4 Last Date of Test report for PCCF o Recsived R i Extend Delete
Subrnission: 31/10/2014 P gome

Contact : 1 1
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(Fig. MMR 16: Displaying extend button to extend the submission date of Make My Report)

Picnic Spot for the year 2014 of LIPL

Description of the Report Plz suggest picnic spots

Last Date of Submission 08/11/2014

Extend Last Date of Submission [REW hd onth hd Tear hd
Update

(Fig. MMR 17: Displaying extension pages to extend the submission date of Make My Report)

1.

w

Once the report submission date will be exceeds, the report automatically go to archive
reports section.

Go to my reports menu and click on archive reports submenu.

This page is displaying the list of reports which submission date has been crossed.

If you want to extend the date of submission of a report, then click on extend button (as
shown in fig. MMR 16).

After click on extend button, it will open a pop up window to extend the last date of
submission (as shown in fig. MMR 17).

Then select the date and click on update button.

Once you will extend the date of submission, this report will be displayed under view
reply on assigned menu.
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16. Submit a report

me Demo Admin | Change Password | Profile | Logout

make mY Report

speed malters Dashboard Manage contact My reports

Submit a report

Report Marme : --all-- DeadLline From Date DeadLine To Date

Date of Last Date Reject Recent
Report Name Description of the Report Assigned By Receipt of Action 43 . i
. ) Report Submission
Report Submission
. . . . ) Report
1 Mail test Mail test Derma Admin 15/11/2014  30/11/2014 Submit Wigw ]
subrnitted
2 Demo repart Test Repart Demo Admin 15/11/2014  01/01/2022 | Submit Reject Report Mot
Subrnitted
. . . . . Report Mot
3 Dermo Repart Testing for Mobile app Dermo Admin 01/11/2014  31/12/2014 Subrmit Reject Submitted
4 Test Instant Test Instant Derno Adrmin 30/09/2014  30/09/2021 Submit Reject Report Not
Subrnitted
5 e e Detail abaut Dema Admin 29/09/2014 06/02/2015  Subrmit Fieject S0 3
Analysis Submitted
: . . Feport Mot
[ FCCF Test Report  Test report for PCCF Demo Admin 29/09/2014  01/01/2022 Subrmit Reject Submitted
7 Instant Instant Demo Admin 06/09/2014 02/02/2022 | Submit Fieject Report Mot
Subrnitted

(Fig. MMR 18: Displaying submit button to submit the assigned report of Make My Report)

make my Report

speed maltters Dashboard Manage contact

Cremo Report

(Fisiads marked with * 2 wandatony) Back to Previous page
TEXTROR *

TEHT AREA

RADIC BUTTOH O optron 1 CopTion 2

CHECK B Oaprion 1
Oortion 2
DROP DOWHN Y ~Select- ~

DATE *

Mo file selected.

Allowed extensions are doc,dock,xls,xlsx.pdf.pna.gifipadpeg.aifranzip
Allowed Maximum File Size is 4 Mb

FILE LUPLOAD *

E-rmail *
Mansy *
Murmeric*

Mobile Murmber *

Marme *

PIM

Address *

(Fig. MMR 19: Displaying report page to submit the assigned report of Make My Report)
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1. To submit the assigned report, go to My Reports menu and click on submit a report
submenu.

2. After click on submit button the assigned report page will be opened (as shown in fig.
MMR18).

3. Fill up all fields in assigned report and click on submit button (as shown in fig. MMR19).

4. All red star mark fields are mandatory fields, which can be left blank.

5. After click on submit button, form will be submitted to the admin user and admin user
can view the report.

6. Once submit the report you cannot reject the report.

7. Once submit the report you can view and edit the report, until the submission date has

not been crossed.

17.View and edit a report

Welcome Demo Admin | Change Password | Profile | Logout

e User:demo )

make mYy Report

speed matters

DET L LETS Manage contact My reports
View submission

Select Your Fields {Report Fields)

Select Fields

M TEXTROX..

earch Back
R -

Submission Date TEXTBOX Delete

1 15/11/2014 test data Edit Delete

(Fig. MMR 20: Displaying view submission page to edit or delete the assigned report)

1. To view an assigned report, go to My Reports menu and click on submit a report
submenu, then click on view button in this page.

2. After click on view button, it will open a view submission page with two buttons as edit
and delete.
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3. Click on edit button to edit a submitted report (as shown in fig. MMR20).
4. After click on edit button, it will open the submitted report.
5. Now edit the required field and click on update button.
6. Once the report submission date will be crossed, then you cannot edit the report.
7. Click on the delete button if you want to delete the report.
8. In select fields user can check and uncheck the fields to get the column in report
accordingly.
18.Reject a report

: Demo Admin | Change Password | Profile | Logout

make my Report

speed matters Dashboard Manage contact My reports

Submit a report
Report Mame : --All-- DeadLine From Date DeadLine To Date - . m

Date of Last Date

Reject Recent
Report Name Description of the Report Assigned By Receipt of )i . ec_en_ Status
. Report Submission
Report Submission
. . . . Repaort
1 Mail test Mail test Cemo Admin 15/11/2014  30/11/2014 Submit Wig

Subrmitted
. R rt Mot
z Demo report Test Report Demo Admin 15/11/2014  01/01/2022 Submit Reject spert Mo
Subrnitted
. . Report Mot
3 Demo Report Testing for Mobile app Cermo Admin 01/11/2014  31/12/2014 Submit Reject Submitted
4 Test Instant Test Instant Demo Admin 3I0/09/2014  30/09/2021 Submit Reject Report Hot
Subrnitted

(Fig. MMR 21: Displaying reject button to reject the assigned report)

Test Instant

Reason for Rejection

D

(Fig. MMR 22: Displaying reason for rejection field to reject the assigned report)
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1. To reject an assigned report, go to My Report menu and click on submit a report submenu then
click on reject button (as shown in fig. MMR21).

Click on the reject button and then it will open a pop up window (as shown in fig. MMR22).

Fill up the reason for rejection text box and click on submit button.

After reject a report, admin user can view the report rejection with reason.

o~ W

Once you reject the report, you cannot submit it again.

19. Clone a Report

me Demo Admin | Change Password | Pro Logout

rdemo )

make mY Report

speed matters pashboard Manage contact My reports

Design your report and assign to contacts \

Assign Manage Assign to
Status Fields Contacts

# Name of the Report :scription of the Report Report Type

Instant

test Ll T )
Submission per
Last Date of Submission:z1/11/z014 <IKIki ot - = Not Assigned Add Field Assign

(Fig. MMR 23: Displaying the clone report button of make my report)

Clone a Report

“ou cannot choose maore than 1 item
Search By Form name:

daily report on movement Giet Details

Forrm Title daily report on movement

Description daily report on movement from 14th-24th
Created On 13/06/2014 12:05:47

Deadline 16-11-2014

Total Mo. of Assigned Users 1

Mo. of Fields present 4

Total Respanses o

hake a Clone

(Fig. MMR 24: Displaying the clone report page of make my report)

This page is responsible to create a clone report of a specific report.

Go to design your report & assigned to contacts submenu of my reports menu.

Then click on clone report button (as shown in fig. MMR 23)

Now search a form name and click on get details button.

Check the report and click on make a clone button (as shown in fig. MMR 24).

Now the clone report of the particular report has been prepared and you can assign the clone
report to any contacts.

ok whE
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