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1 	� Select Your clients tab and click on Reports.

2 	� Select Your clients tab and click on Reports icon 
under the Action column.

To access the reports panel

1
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3 	� When you have selected a client account, you can 
select Reports from the tool bar.

To access the reports panel (cont)
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1 	� From the homepage, select Your clients.

2 	� Select Reports.

To create a template

1

1
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3
	� From the Reports panel, set the following default 

settings for the template:

•	 Reporting period 

•	 File format as PDF or CSV.

If you don’t set a reporting period or file format, the 
default will be Last 12 months and PDF.

HINT: If you select PDF as your master file format, 
you can still choose a report that is only available in 
a CSV format or change the file format for an individual 
report to CSV.

You can also change the reporting period for each 
individual report, allowing you to tailor the reports 
to your needs. 

To create a template (cont)
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4
	� Choose the reports that will be included in the 

template

To create a template (cont)
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5
	� To update the reporting period or file format for an 

individual report click on the accordion to expand.

6
	� Arrange the order of the reports by toggling on  

Reorder selected reports, then drag and drop.  

HINT: You can change the order of any PDF reports; any 
CSV reports will appear as the bottom of the panel.

7
	� Once you have customised the reports for the 

template, select Save as Template. 

To create a template (cont)
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8
	� Enter a Template name and select Save.

HINT: 

•	 Report templates are saved to your user profile for 
easy access. You are unable to share templates 
with other users in your practice.

•	 The template name must be unique.

9
	� Select the saved template you wish to use from the 

Choose from templates dropdown.

To create a template (cont)
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1 	� Select Manage Templates.

2 	� Under actions you can choose to rename or delete 
a template.

3 	� To edit a template, select a template, make your 
changes and save it as a new template.

HINT: You cannot make changes to the Standard 
reporting template.

How to manage templates

2
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1 	� Select your client/s and then click Reports (refer to 
page 2 for the ways you can access the Report panel) 

2 	� Select the template you wish to use or select 
individual reports. Make the necessary adjustments 
and then select Generate Reports.

How to select clients to run a report

2

1
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3 	� You can access from reports from the following: 

3a 	 Confirmation page

3b 	� Recent reports icon on the tool bar or tile on 
the homepage

3c 	� The Recent reports icon down the bottom of 
the Reports panel on the left hand side

How to select clients to run a report (cont)

3a

3b

3c
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