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Printing Reports

Through Trackbase Pro, you can print out Projects, Companies and People using the él print
button on the bottom toolbar.

You will now be able to specify the type of report you wish to print, as the window shown below will
open:

% Trackbase Pro g|

Print
Report Shyle
{* Project Per Page

™ Multi Project Per Page \ -
™ Project Inde:x \

Farameters

[ Include Fieldz1 To 7

[ Incude Fields § To 20

[ Include Motes

[ Include Last & Mext Recall Dates

Criteria

~

" Highlighted Project{=)
{(« Al Projects

To print out the current project on the project screen, select ‘Current Project’. If you wish to print all
the projects listed in your project selection, select ‘All Projects’.
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There are three types of report to choose from:

Project per Page:

Multi Project per Page:

Project Index:

Include User Fields:

Include User Notes:

Include Last & Next

Event Dates:

Once you have selected you
your report, click on the ‘OK’

This report contains the greatest amount of details and when
selected, will open another window which will display a list of roles
you can select from. Choosing one or more of these roles will result
in the contacts with the selected roles being printed out in the report.
If you do not select any roles, no contact information will be printed
on the report.

This report contains the project details and user definable fields. You
can also select roles to be printed in this report. Trackbase Pro will
try to fit more than one project on each page.

This report contains just the project ID, project title, value, location
and stage, printed one project per line. You can also print out User
Fields 1 to 7 on this report.

This option allows you to add the userfields belonging to a particular
project, company or person to the report. Selecting ‘Include Fields 1
to 7’ will print the first seven userfields, whilst selecting ‘Include
Fields 8 to 20’ will print these userfields in the report also.

This will print any notes entered by you on the projects you have
selected to print.

This will print out the dates when you last contacted the company
and when you next plan to contact them, taken from your Trackbase
Pro diary.

r report type and chosen any addition details you wish to include in
button. For ‘Project per Page’ and ‘Multi Project per Page’ reports,

you can now chose the roles you wish to include in your report using the screen shown below:

4 Trackbase Pro

Print

X

ﬁ Agent

M Architect

ﬁ Aszociated developer

¥ Bidder

ﬁ Ceiling Finizhing - Subcortractor
ﬁ Civil engineer

ﬁ Civilz - Subcontractar

M Civilz Contractor

M Cliert

ﬁ Construction Management
ﬁ Conzulting Engineer

ﬁ Cantractor

ﬁ Demolition - Subcontractor

ﬁ Doors - Subcontractor
ﬂ Flertrical Lhcootractor

Select All

Always use this selection [

(] | Cancel |
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Select you roles and then click on the ‘OK’ button. The print preview window will open, where you
can view your report contents before sending it to the printer.

If you choose the Project Index report, you will skip the ‘Select Roles for printing’ window and go
directly to the print preview window where your data will be displayed. The print preview window is
shown below:

% Trackbase Pro
File Setup Printout  Help

B F@ v

% Print Preview...

&

Project Bulletin (London = 30Million with Architect on ALL Pi

COLLEGE Qutline Plz

Bizhop Challoner Catholic Collegiste School, Bounded by Lukin Street, Poonah Street | focation: Tor
and Hardinge Street, Tower Hamlet=, London, E1 0248 Tipe of Work: Ne
Project lraloe: £31
Project 10 100
Fridreference;

SCHEME: Schioal buildings, gymnasium and drama hall with autdoor play facilties, puklic aress and car p
#30,000,000 (est) SITEWORKS: landscaping;

PROG: Tender return date 134 202004 Start May 2005, Length of works 40 months.

MGMMT: General contract.

STATUS: Qutline planning approval sought (TP ref PALO4D106S OUT).

CONTACTS

Bidder [UROATED: 1871 V2004 A
4 >
41 » & x

Frintz the current project or all projects in the selection

From this window you can order your projects for printing. Selecting ‘Setup’ and ‘Order by...” from
the top menu opens the ‘Specify sort columns’ window.

To order your report list you must select a column on the left, then click and drag it to the right-
hand window.

For example: In the screen shot below, ‘title’ (project title) has been dragged to the right-hand
window. By clicking ‘OK’ this will then re-order the projects in your print preview window in
ascending project title order, ready for printing. (i.e. in alphabetical order).

Specify Sort Columns P§|

1] Drag and Drop items.

21 Double click column to edit expreszion.

Source Data Columns Azcending Cancel
Y | [

ptro title
uzernd

fitle:

entref
pt_pt_date
geocode
aridreference
pt_value
address
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When you are ready to print the contents of your preview window, click the ‘Print button’ ﬁl on
the bottom toolbar.

This will then open the Print Options window shown below, which will allow you to specify certain

parameters for your report. Here you can collate copies, print selected pages only and adjust your
printer settings.

Trackbase Pro

Print Options

Frinter.  Happy

Copies:

Page Range [~ Pririt ta File
& Al

[v Collate Copies
" Current Page

(" Pages: |

Enter page numbers and/or page ranges
zeparated by commas. For example, 2,5.8-10

Print: [ Al Pages in Fange j| Erint

Cancel

Setup

i &

To print the report, click the ‘Print’ button, and your report will be sent to your specified printer.
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