How To Configure An Operator To Receive Reports
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Solution

1 Open a PSD Logistics Client by running PSDLogisticsClient.exe using “Run As
Administrator”.

The default folder for this application is

C:\Program Files (x86)\PSDLogistics\Client\.

BB PSD Logistics Client 14.10.7
File Windows View Help

Ak ?

Enter your Login details.

[ ok ][ cawel ][ sewe |

Client Authenticated. Primary Server [PSD-NEILAPCA)

2 Click the hammer icon, or select “Admin” -> “Logon As Administrator” to log in as a
PSD Logistics administrator. If these options are not available, you do not have
sufficient permissions to perform this operation. If this is the case, contact your PSD
Logistics administrator.
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Step Action

3 Select “View” -> “People”.
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People

Surname Given Unique 1D Last Madified
Abbas Peter 464
Abbas Sonia TR0
Abbiott Dianne 792
Abbatt Masreen 436
Adamz Sherine 497
Adarns Sunaree

Admin Admin 01 A2/202212:37:47 PM
Agnello Amelia

Agnella Cheree

Anderson

Andersc Unique ID 002

Andersc Surname Anderson

Andersc Given Meil

Company  PSD

Department Management

Arganes Shift Crew  Shift Crew A

Argus Shift Roster  Shift Roster 1 (7x7)

Aveyard LauEe

Avevard Pantivwa

Ayres Erin

Ayres Suzarnne

Bailey Dromanic

Baker Lydia

Baker Mary

Andersc

Total 1000

4 Select the person to receive reports and click “Edit”

Person Details
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Perzon Details

Contact

Unique 1D |EIEI2

Title |
Given Nei

Surnare Iﬁ-‘mdersnr{

Date of Birth |m /0141971

[@]=] ]+]

Company |F'SD

2]

Department | M anagement

Description |
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Select the Contact tab sheet and either enter their email address, or verify that it is
correct.

Person Details

ODE v %X % « &% 5 [F ?

Person Details

ANANEme
Contact

13123 4567 | Mobile 0412 345678
9123 4568 | Pager 1234

E -mail

Address |123 Main St

State |W.-‘-‘-. | Country |.-i‘-.ustra|ia
PostCode | BO0D |

Click Save and Close until back to the main PSD Logistics screen.

Select “Setup” -> “Reports” -> “Reports On Demand”.

Double click on the appropriate Report On Demand to open it.

Report On Demand Details
OB » % @ & % G [F ?

Report On Demand Details

Marne ‘Time Sheets Data On Demand

Fieport Folder ‘ Time Sheets Reports

Report Mame ‘Time Sheets Data On Demand

Search Values \kSend Report To \kl]pemtols \I\Tliggemd \k Aut

From Date Start of onth
ToDate End of Previous Month
Perzon

Time Sheet Process

Company

Departrment

| Gereratealues | [ AddWalue | [ ModifyVYalue | [ Remave'alue |

Test
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Select the Send Report To tab sheet

Report On Demand Details
O © X e s G [ ?

Report On Demand Details

Mame |Time Sheets Data On Demand

Fieport Folder |Time Sheets Reports

Fieport Mame |Time Sheets Data On Demand

Search Yalues :[ Send Report To \kl]pemlols \leiggemd \kAulomalic

Send Report To
(® Email O Printer(s] ) Fils

Generate Unigue File Mame Compress [ipped Folder] O

Format FDF -

Directory [On Server] | |

E -mail Group I!Administration E-mail Group I

Click the Email Group “...” button. This will display the “Select Email Group” window.

n Select E-mail Group
D¢ & X ¢ ?

Select E-mail Group

Mame

tration E-mail Group
0.H.5. E-mail Group
Office E-mail Graup

Total 3 | Select | | Close

Page 4




How To Configure A Person To Start Receiving Reports

10 Click the Edit button (pencil) to edit the email group.
E-mail Group Details
DE - X » w O e ?
E-mail Group Details
Mariie |Administration E -mail Group|
E-mail Recipients
Surname Given Company Department
M anagemen
Add Remove Remove All
Last Group Load Group Save Group
LCloze | |
11 Click the Add button, and add the person who needs to receive these reports.
12 Select “Save” and “Close”
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