Setting up new reports
This document is intended for setting up new reports in the Planner and Superlock software.

If you receive or download individual report files that should be included in the program you can find out how to do this correctly below. 

First, you have to determine, whether the reports you have received or downloaded already exists in your “Report Designer” or not. 

Start the program, go in into the “Report Designer” (Setup tab -> Report Designer). For each report in here, there a three visible columns; “Report Name”, “Report Comments” and “Report stored in”.
The last of these three tells you the actual file name of the report definition file. Compare this last field to the new report file name you want to include into the program. Depending on whether you have the same report already, you have to handle it in one of two different ways; importing or overwriting. 
Importing

If you have a report definition file with the same name AND you have made changes to your current report OR if it is a new report that you never have had before, you will have to import this new report definition file.

To do this, in the “Report Designer”, select the category where the new report should be stored and, in the bottom of the screen, click on the “Import Report”.

After doing this, the program will prompt you for the location of the new report definition file.

When this is done, the program will show a screen with the different options about the new report that will be created. 
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For the report you will have to set the following:

· File item name -> The name you want to see when you select the report

· Description -> Explanation about the content of the report

· Deleteable check mark -> whether or not it is allowed to delete the report again.

· Editable check mark -> whether or not it is allowed to change the report again.

· Visibility -> Here you select when the report should be available for selection.

· File Item Image -> An optional image to show when selecting the report.

Press OK and you are done.

Overwriting

If you have a report of the same name that you have not made changes to, and you need to replace your current report, you will have to overwrite the report file you have. 

The report definition files can be found in the folder where the program is installed -> Data -> Reports. Copy the new report definition file into this folder and say “Yes” when asked to overwrite the existing file.
The next you run the program, the new report will be available. 

NB! Only use overwriting if you have not customized the report yourself, if you overwrite a customized report you will loose the changes.
