DTi®

How to Save a Custom Report Guide

DTiQ’s Custom Report option allows you to save your filtered reports as easily accessible
tiles.

Content
In this guide, you will learn:
e Howto Create a Custom Report
e Howto Access Your Custom Report

How to Create a Custom Report

To create a Custom Report, go to any existing report (e.g. Sales Activity) from the Reports
tile.
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Next, click the Filter button in the top-right corner of the screen to filter the reports.



8 Sales Activity

B sevedfitters /7 Addnew o

Default Parameters Actions

Date: This quarter Measure type: Transactic

s Discount Grouping: Location Sort by: Location nar

ng) Time Groupin.

Date:

arter Measure type: Under nt Grouping: Location Sort by: Location name

ding) Time Grouping

Date:

arter Measure type: R nount Grouping: Location Sort by:

Date: This quarter Measure type: Negative Transati unt Grouping: Location Sort by: Locati

M« Page|l oft » W View 1-40f4

Fill out your desired criteria, then click Save As Report, name your new report, and click
Save.
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Save as custom report

Report with current filters will be saved as:
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How to Access Your Custom Report

On the Home Screen, you can quickly access that report from the Reports tile.
Customized reports are marked purple. To schedule this report to be emailed to you, please
see our Auto-Delivery Guide.
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For additional information or questions please contact DTiQ Support at support@dtig.com

oryour Customer Experience Team at csr@dtig.com.
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