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PURPOSE To enable users generate reports from their workstations

The document addresses only steps within Fleet Focus M5. Fleet Focus M5
SCOPE . X .

interaction with external systems are out of scope
DEFINITIONS

EXPECTED OUTCOMES

Users are able to generate reports without help from AssetWorks or OET Support

LINK to DOCUMENTATION

HASHAREDOC\MS5 procedures\Current approved procedures\TRAINING

Log into M5.

PROCEDURE

1. Log into M5 using your assigned username and password.
2. Navigate to the M5 Home Page.

FileetfFocus™

User ID:
Langua

LENTTHY FleetFocus M5 A

@System Security
QSystem Administration
@System Programs & Interfac
QSystem Code Maintenance
B Accounting

Asset Management
@Employee & Operator
anventury Management
@Maintenance Management
#®Maintenance Operations
2@ Motor Pool

B product Management

B pyrchasing

@Shnp Portal

B InfoCenter Asset Replaceme—
InfoCenter Customer Portal

EEH

Home Pa e(\.-’ersiunZS.U}

(R ; =
- Unit Main @ Work Order = Shop Portal

= e
':‘ } Labor Wedge (&1
NAPA Online

Work Order
Query

- — Preferred
e Vendors

Purchase
Orders

&$E Part Inventory ,{‘f"f'
s_u_"/ Location A =

f{:;( Work Request
“ Main

Replacement
Model

FREINTHTLINER

Access
Freightliner
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Search for and select the report

PROCEDURE

1. Navigate to the report through the menus or through the menu search.

2. Click on the report link (example,

FieetFocus™

Unit Brief Inventory).

User ID: JOHM OCHIA
Language: English

Time Zone: S8

=@ pa

% Unit Assignment Histo
/7 Unit Assignment List
+ Unit Association

/7 Unit Brief Inventory
/7 Unit Capital Journal

£ Unit Capitalization Journal
£7 Unit Classification

< Unit Copy

£ Unit Cost History

/7 Unit Cost History Display

/7 Unit Cost Per Use

7 Unit Cost Use Summary

/7 Unit Current Meter Reading
/7 Unit Depreciation

¢7 Unit Depreciation Journal
+ Unit Disposal

//\

Work Order s [ Shop Portal

':“ } Labor Wedge

A
Click on the Unit Brief Inventory
report link.

Unit Main

@

Work Order
Query

Preferred
Vendors

rt Inventory Purchase

Location

Work Request
Main

i Replacement
Model

FRENTH TLIVER.

{f_»«]

Access
Freightliner
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PROCEDURE

3. The Unit Brief Inventory report screen should display.

Fleetfocus™

User ID: JOHN OCHIA
Language: lish
Time Zone:

Company:
Database:
Location:

/7 Unit Age
¢ Unit Asset Inventory Ent

/7 Unit Assignment

¥ Unit Assignment History

/7 Unit Assignment List

# Unit Association

k= Unit Brief Inventory

/7 Unit Capital Journal

/7 Unit Capitalization Journal
/7 Unit Classification

¥ Unit Copy

/7 Unit Cost History

/7 Unit Cost History Display
/7 Unit Cost Per Use

/7 Unit Cost Use Summary

/7 Unit Current Meter Reading

Unit Brief Inventory ....:»

Parameter File Name: |

- Options
Layout: | Standard A

- Report Prompts
Group 1: |None v
Group 2: | None v
Sort By: | Unit Number hd

r UnitLicenseFilters {Loaded 52 records)

Enabled Field Operator Value High Value =l
r License e’
y— License State
r License Type
r License Expiration Date
r Bin Location
~ Unit Status
~ Unit Number
~ At Unit Number 3

[ Delete Saved Parameters ] [ Save Parameters ] [ Schedule
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PROCEDURE

Format & sort the report

Level 1 Grouping:

= Selecting an item from the Level 1 Grouping selection box will group report information by the item
selected. If the item selected is “Manufacturer”, then report information will be grouped by manufacturer.

= Selecting “None” will not implement any grouping option from the Level 1 Grouping selection box.

=  When selected, Level 1 Grouping also inserts page breaks in the report.

Level 2 Grouping:

= Selecting an item from the Level 2 Grouping selection box will group report information by the item
selected. If the item selected is “Year”, then report information will be grouped by year.

= Selecting “None” will not implement any grouping option from the Level 2 Grouping selection box.

=  When selected, Level 2 Grouping also generates a subtotal at the end of a section.

Sorting:
= Sorting will display individual records in ascending order. The sorting feature does not create any breaks
or subtotals.

1. Select “None” in the Level 1 Grouping dropdown selection box.
2. Select “None” in the Level 2 Grouping dropdown selection box.
3. Select “Unit Number” in the Sort By dropdown selection box.

FleetFocus™

User ID: JOHN OCHIA

Language: English Unft BrEEf Inventory (Version 2.0)

Time Zone: [S<3N T e TR i -
= arameter File Name: | Level 1 Grouping |

Company:

Database: M5Demo r Options
Location: Layout: | Standard w

FMAIN - Fleet Maintenance
 Report Prompis =

-~ -
Group 1: | None v Level 2 Grouping
Group 2: | None hd

Sort By: | Unit Mumber v
~—

» - UnitLicenseFilters (Loaded 52 rBCON

/7 Unit Age
& Unit Asset Inventory Ent Enabled Field —~ N High Value
/7 Unit Assignment r License \I Sorting

# Unit Assignment History functionality
/7 Unit Assignment List
¥ Unit Association

¥ Unit Brief Inventory
/7 Unit Capital Journal

> @

License State

License Type

License Expiration Date

5 T Bin Location
/7 Unit Capitalization Journal
/7 Unit Classification unit Status
# Unit Copy Unit Mumber

ST T T ) T

/7 Unit Cost History
/7 Unit Cost History Display
/7 Unit Cost Per Use
7 Unit Cost Use Summary [ Delete Saved Parameters ] [ Save Parameters ] [ Schedule
/7 Unit Current Meter Reading

At Unit Number
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PROCEDURE

Filter the report

Report filters enable a user to select which records will be included in a report. If a report is generated

without filters, all records will be included in the report.

Report filters DO NOT determine fields that will be displayed on each line of a report.

PR

Double-click “MN” from the displayed list of values (LOV).

©No O

Double-click “A” from the displayed list of values (LOV).

What do all these selections mean?
We have requested a report for all units meeting the following criteria:

= Unit License State is not “MN” (see image below)
= Unit Status is Active (“A”) (see image below)

Look under the Field column and identify a field you want in the report (example, “License State”).

Look under the Enabled column and click inside the checkbox adjacent to the “License State” field.
Look under the Operator column and click inside the corresponding dropdown box and select “not equal”.
Look under the Value column and double-click inside the corresponding field to launch LOV functionality.

Look under the Field column and identify a field you want in the report (example, “Unit Status”).
Look under the Enabled column and click inside the checkbox adjacent to “Unit Status”.

Look under the Operator column and click inside the corresponding dropdown box and select “equal”.
Look under the Value column and double-click inside the corresponding field to launch LOV functionality.

FleetFocus™

User 1D:
Language:

JOHN OCHIA
English
DEMO
M5Demo

Time Zone:
Company:
Database:
Location:

FMAIN - Fleet Maintenance

/7 Unit Age

¥ Unit Asset Invento
/7 Unit Assignment
¢ Unit Assignment History

/7 Unit Assignment List

¢ Unit Association

k= Unit Brief Inventory

/7 Unit Capital Journal

/7 Unit Capitalization Journal
/7 Unit Classification

# Unit Copy

/7 Unit Cost History

/7 Unit Cost History Display

/7 Unit Cost Per Use

/7 Unit Cost Use Summary

/7 Unit Current Meter Reading

Enti

Unit Brief Inventory ......»

r Options
Layout: | Standard

The

Parameter File Name:
r Report Prompts The The
Group 1: | Mone Enabled Field
rnlllmn (‘nlum
Group 2: None
Sort By: Unn

Operator
coliimn

The
Value
rnlumn

- Unitlie€nseFilters (Loaded 52 rec s} /

Enabled Field QOperator Value

High Value

I License

License State

<

not equal v

License Type

License Expiration Date

Bin Location

<71

Unit Status equal v| [a

Unit Mumber

At Unit Number

i

s |t

Save Parameters ] [ Schedule

]|

[ Delete Saved Parameters
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Save the report

PROCEDURE

After selecting the kind of information needed in a report, a user can save the report. Saving a report
enables the user to run the report at any time. To save the report, do the following:

1. Locate the Parameter File Name textbox.
2. Type in a name for the report (example, ACTIVE NON-MINNESOTA UNITS REPORT).
3. Click on the Save Changes icon.

FleetFocus™

): JOHN OCHIA
lish

Unit Brief Inventory ...

Parameter File Name: |ACTIVE NON-MINNESOTA UNITS REPORT

 Options \
Layout: | Standard v
~Report Prompts The Parameter File Name field
Group 1: | Mone v
SN— 7

Group 2: | None b

Sort By: | Unit Mumber A
7 Unit Age ~ UnitLicenseFilters (Loaded 52 records)
& Unit Asset Inventory Ent Enabled Field Operator Value High WValue g
/7 Unit Assignment r License 2
¢ Unit Assignment History i

v License State t | (MM
/7 Unit Assignment List - ot equa -
# Unit Association r SEEIEETIIS
k= Unit Brief Inventory r License Expiration Date
2 Un!l Cap!laI_Jou.rnal - ==
7 Unit Capitalization Journal i
/7 Unit Classification v Unit Status equal v A
¢ Unit Copy r Unit Number
/7 Unit Cost History T
£ Unit Cost History Display r nitHumber v
/7 Unit Cost Per Use
&7 Unit Cost Use Summary [ Delete Saved Parameters ] [ Save Parameters ] [ Schedule
7 Unit Current Meter Reading
Tuesday, April 27, 2010 How to run Reports in M5 Page 8 of 26




PROCEDURE

Schedule the report
1. Click on the Schedule button.

FileetfFocus™

Unit Brief Inventory .--.-o

Parameter File Name: ACTIVE NON-MINNESOTA UNITS REPORT

r Options
Layout: | Standard A

r Report Prompis
Group 1: | Mone v
Group 2: | MNone v
Sort By: | Unit Number v

- UnitLicenseFilters (Loaded 52 records)
¥ Unit Brief Inventory Enabled Field Qperator Value High Value )
r License e’
v License State not equal v | [MN
r License Type
r License Expiration Date
[~ [BinLocation The Schedule button
W Unit Status equal w | (A
r Unit Number 4 /—/
~  |AtunitNumber | 2
[ Delete Saved Parameters ] [ Save Parameters ] [ Schedule I

Tuesday, April 27, 2010 How to run Reports in M5 Page 9 of 26




PROCEDURE

Complete the schedule criteria & submit the report

The scheduling criteria information screen should display.

Verify the value in the Run Interval dropdown box is “Once”.

Under the Output Destination section, click inside the In Bin radio button.
Under the Output Format section, select a file format (example, PDF).
Click on the Schedule Once button to submit the report.

arONE

FleetFocus™

User ID: JOHN OCHIA
Language: English
Time Zone: |[=A8
Company: DEMO

Dz - M5Demo SChEdu’e Report (Version 2.4.0)

FMAIM - Fleet Maintenance r Schedule information for /Reports/Unit/UnitBrief.rpt
Run Intenval pate:| |

'I'|me:| | [OffHours

Last Run: |

r Cufput Destination
k= Unit Brief Inventory Printer

® InBin Report Group:

O Email

O File
Output Format: | PDF hd

[ Save as default for this report only
[] Save as default

Schedule -
Once Cancel

Tuesday, April 27, 2010 How to run Reports in M5 Page 10 of 26




PROCEDURE

View report confirmation
1. The report confirmation page should display, and it should render:

= The job number
=  When the report is scheduled to execute
=  Where the report output will be delivered to (example, M5 In Bin)

Fleetfocus™ ‘

User ID: JOHN OCHIA
Language: English

‘ IHInit Rriaf Tnvanfnmrmrs..

Time Zone:

Company:

Report Schedule Confirmation .-<o::,

The UnitBrief report has been successfully scheduled.

Schedule Information

= Your report was assigned job number 36022

Menu:

k= Unit Brief Inventory

The report is scheduled to execute immediately.

The report will execute on the m5demo Crystal APS.

In the long server group.

The report output will be placed in your private In Bin.

The report output will be created in directory C:/m5/CE_BIN/m5dm/U-JOHN OCHIA/ as a .pdf file.

Close
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PROCEDURE

Close the report confirmation page
1. Click on the Close button.

FleetfFocus™

User ID: JOHN OCHIA
Language: English

Time Zone:

e

Unit Brief Invento

‘ IIni¥ Rriaf Tnvwanfnrv ..

Report Schedule Confirmation .. .::.

The UnitBrief report has been successfully scheduled.

Schedule Information

Your report was assigned job number 36022

The report is scheduled to execute immediately.

The report will execute on the m5demo Crystal APS.

In the long server group.

The report output will be placed in your private In Bin.

The report output will be created in directory C:/m5/CE_BIN/m5dm/U-JOHN OCHIA/ as a .pdf file.

Close
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Access your M5 In-Bin

1. The report page should display again (Unit Brief Inventory).
2. Click on the In Bin button.

FleetFocus™

PROCEDURE

£7 Unit Age
4 Unit Asset Invento

Ent

/7 Unit Assignment

4 Unit Assignment History
/7 Unit Assignment List

+# Unit Association

¥ Unit Brief Inventory

/7 Unit Capital Journal

/7 Unit Capitalization Journal
/7 Unit Classification

¥ Unit Copy

£7 Unit Cost History

£ Unit Cost History Display
£7 Unit Cost Per Use

&7 Unit Cost Use Summary

Unit Brief Inventory .-«.-o

Parameter File Name:

IThe In-Bin button

/¥

s L
Group 1: | Mone A
Group 2: | Mone A

Sort By: | Unit Number v

[ Delete Saved Parameters

/7 Unit Current Meter Reading

- UnitlicenseFilters (L oaded 52 records)

Enabled Field Qperator Value High Value =)
r License L
™2 License State not equal
r License Type
r License Expiration Date
r Bin Location
W Unit Status equal A
- Unit Number
r Alt Unit Number 2

] [ Save Parameters ] [ Schedule

Tuesday, April 27, 2010

How to run Reports in M5

Page 13 of 26




PROCEDURE

View inside the Report Bin (In Bin)

1. The Report Bin screen should display.
2. Click on the Private Reports button.

Fregtfocus™

Regort Bin (Version 2:20)

[ Reports run by or visible to the current user (Loaded 1 records)

Company: DE Delete Report Name Size Id Type Created By =
Da sDemo -

’ E}n Immediate Reports
FMAMN - Fleet Maintsnance L] o Reports

The Private Reports button

= Unit Brief Inventory
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Click on link to the report

PROCEDURE

1. Click on the report link to display the report.

Frestfocus

Userilx JOHH OCHIA
Er
EST

DEMO
M5Demo

FMAIN- Fleet Maintenance

¥= Unit Brief Inventory

Regort Bin {Version 22.0)

[-Reports run by or vizible to the current user (L oaded 6 records,

Delete Report Name Size | d | Type | Created | By ]
Q E}n Immediate Reports
[ E}val.eRepnrls
r Unit Brief Inventory Report V2.2 178887 38022 pdf 03222010 11:27:13  [JOHNOCHIA
r Unit Brief Inventory Report V2.2 o 179600 35882 pdf 03122010 171701 [JOHNOCHIA
r Unit BriefInventory Report V2.2 529386 35822 pdf 031182010 12:49:55  [JOHNOCHIA
[3 items(s) found
Report links
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PROCEDURE

View the report (print preview window)
1. The report should display in the requested file format (PDF).

fm5demo.assetworks.com/CE_BIN/m5dm/U-JOHN%200CHIASCE - JOHN%200CHIA 22-UNITBRIEF%20-%20U - Windows In..

- |g, hitp: {jmEdema. assetwarks. cam CE_BIN/mSdrnfLI- JOHN 200 CHLA]CE-JOHN 200CHIA-36022-LIN V| *g || % | | L~

(R

File Edit GoTo Favorites Help

v 4 ['_r,éhttp:,l',l'm5dem0.assetworks.com,l'CE_BIN,I'mEdm,I'U-JO... ] l @ - B Eéé - ik Page - ":J' Tools ~

5 E e € $ s

[L'nit Brief Inventory | FlanFoce: Dems
b [P —
Tmie ¥ Yaar pY S — ok sl j F— Staew Ea-Service - ——
Dats Aatur
s WO GeRALMOTESCORT | GaoLT | Tae oA ™ T X
oomsene [ PORD MOTOR COMPANY e ExnoRE rccna r iz i
o Ml GREEALMOTCESCORF  GHDEOLET LR A T
- T —— o o e =u
p— T —— o iy
— WO GRERALMOTESCORR  GHEVEOLET o fipse—. ™
- 3l B MmO CoMTANY mezsaua m e oM
e M0 PO MOTOR COMPANY A m Tiavam i
o Ml GIERALMToRs CoRr reA r Nz oM
omi Ml GIERAL MerToRs CoRr reniia A Nz 0w
pe— R p—— [r—_—" o iy
e R — [r—_— o fipse—.
- i oamaEcELER easmaa o fipse—. ™
e TR —— —— m fiEse— oM
oweans Ml e vToes coe mesuA m N oM
- WO GIERAL MTORS CORP A r Nz oM
oa Ml GIERAL MRS CoRr [ A Nz 0w
- 3ol romD woTOR CoMPANY [r—_— o e ™
- B v MoTOR CoMPANY [r— o naamm zem m
i - emia o fipse—. ™
- Bm iERAL voToRs come [ m e oM
- M0 e voToRs coe mcacsua m navam i
o MO GIERALMTORS CORP rcatisia w e oM
— B GIERAL MerTORS CoRP Poisuia A - "
pe— e —— [r—. o iy ™
P s TRSE - Bl oy g V23 o

Unknown Zone
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PROCEDURE

Print the report
To print the report, click on the Printer icon on the tool bar. The system shows the default printer for the PC.
The print job can be directed to other printers available for the PC by selecting those choices.

Save the report
To save the report, click on the Disk icon on the tool bar and specify the name and file location where the
report is to be saved.

Close the report print preview window
To close the report print preview window, click on the X on the right hand corner of the window.

) - |§, hittp:/fmSdemn. assetworks. com/CE_BIN/mSdmyU-10HN 200 CHIA] CE-J0HNS2 00 CHIA-36022-LIN V| X | AP~

Ty o

File Edit GoTo Favorites Help

v - >
w oo I'_réhttp:,l',l'deemo.assetworks.com,l'CE_BIN,I'dem,I'U—JO... l l - Click onthe X  F ik Tools =

. . B, - to close the
&) @ $ [t i e - window

I FleatFiorss Dema
s Pl LS8 181 B e, HETH LA
Click on Click on Yoar Mamnfacrerar ks Mrdd Lisess  Sfes  laSerricr [ a—
the Printer the Disk o o
; h T |E GomEALwTESCORP | CiEoLT TN [y ™ e om
icon to icon to 7m0 [T - ExrLon rmecasun ™ Hizaze
print the save the 70 3 GRERAL MOTOES CORP EvRaLET BLATER LEE T . T L M
W DAMLERCEYSLEE fraves asTHD Iy ™ 24z ZuM
report report - T —— nar — mema —
!E GDENALMOTIRSCORF OUNEOLET  NLAZZR ey ™ 24z om
31 poen TR CorANY - Exrmon rezsn ™ Hizazme 0w
30 roen TR CoMTAY - Exrmon e, ™ Hizazme
Ml GoEmaMTTESCORP  CUNEOLET LAz [res—. ™ Hizaze om
Wl GOENALMOTESCORP  CUVEOLT  LATER e ™ ey, ou
97 GOHNALMOTESCORP  DIVEGLET  ASTED sy ™ ey,
W7 GDENALMOTRSCORP GME s PoMIMA ™ 24z
P DAINLIRCIEYSLER mxr r— Jrey " 4z om
WD GOEEALMUTISSCORF  OUGEOUT  DLAZZR Jreeany " 4z om
Ml GoEmaMTTESCORP  CUNEOLET LAz e, ™ Hizaze om
|E GDERALMOTESCORP  CUNVEOUET  LAIER e, - Hizaze om
Wl GoERALMCTESCOMP  CUNEOLET  LAEE [rn. - Hizaze om
WL D MOTOR COMPAKE o TARLS PoTIMA ™ 24z om
WE D MOTOR COMPAKT o TARLS Jresy ™ 24z 200m
! GDENALMOTIRSCORF  OUNEOLET  OLAZZR PeTIMA ™ 24z om
B GoERALMOTESCORP  CUNEOUET  nLAze e, ™ Hizazme 0w
on GoERAMOTESCORP  CIVEOUT  AsTED s ™ 1z
3w amAL TS coup fryesn ™ Tz
| GEMERAL MTCRS CORP fryes ™ sz ou
WO GDENALMOTCESCORP  CUVEOLT  HLATER ey ™ sz ou
P s - ST THRIRF - U Bl vty Fosgut V15 P | ol 50

Unknown Zone
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PROCEDURE

How to find a previously saved report

1. Navigate to the M5 Home Page.

2. Navigate to the report through the menus or through the menu search.
3. Click on the report link (example, Unit Brief Inventory).

# Uni ignment Histo
/7 Unit Assignment List
+ Unit Association

Click on the Unit Brief Inventory

FleetFocus™
User ID
Language:
Time Zone:
Company: D e - - ) = [ Work Request
) cor - Unit Main % Work Order Shop Portal <] Main
- Preferred Q: 3 A Work Order I Replacement
— Vendors '\) Labor Wedge | Query Model
EQ¢  Part Inventory ; 5 Purchase - Access
i,.__-') Location ) ine Freightliner

report link.
/7 Unit Brief Inventory

//\
/7 Unit Capital Journal

£ Unit Capitalization Journal
£7 Unit Classification

< Unit Copy

¢ Unit Cost History

/7 Unit Cost History Display
/7 Unit Cost Per Use

7 Unit Cost Use Summary

¢7 Unit Current Meter Reading
/7 Unit Depreciation

¢7 Unit Depreciation Journal
+ Unit Disposal

Tuesday, April 27, 2010 How to run Reports in M5
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4. The Unit Brief Inventory report page should display.

PROCEDURE

5. Double-click inside the Parameter File Name textbox to launch the LOV functionality.

Frleetfocus™

User ID: JOHN OCHIA
Language glish
Time Zone: [S:38

Company: DEMO
De M5Demo

FMAIN - Fleet Maintenance

¥ Unit Brief Inventory

Unit Brief Inventory ....:.

Parameter File Name: ”

r Options \
Layout: | Standard hd
~ Report Prompts Double-click inside the Parameter
File Name textbox to launch the LOV
Cutul None i functionality
Group 2: | None A
Sort By: | Unit Mumber A
- UnitLicenseFilters {Loaded 52 records)
Enabled Field Operator Value High Value i
r License 5
r License State
r License Type
r License Expiration Date
r Bin Location
r Lnit Status
r Lnit Number
r At Unit Number Z
[ Delete Saved Parameters ] [ Save Parameters ] [ Schedule
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PROCEDURE

6. The reports list page should display.
7. Double-click on the report you want.

/Z List of Values - Saved Parameters for Report /REPORTS/UNIT/UNITBRIEFPARM.ASPX - Windows Internet Explorer (= |[B][X]

£ | http:ffmSdemo,assetwaorks. com/mSweb/PresentationfListOfY alues/LovSavedReportParms, aspi?curkeyal=8baseurl={ListOfY alues/LovSavedRepartParms, a:
File Edit Wiew Favorites Tools Help
Parameters for Report /REPORTS/UNIT/UNITBRIEFPARM.ASPX
(Wersion 2.2.0)
Advanced Search
Nam= Date Sawved
e @,‘ ACTIVE NON-MINNESOTA UNITS e
| - = REPORT \ 03/19/2010 17:15:15
WEEKLY DISPOSAL RE\\Q.E.T 03/18/2010 12:38:11
MName:
| | End of list ( 2 items )
Date Saved: )
| | Double-click on the report
==
< |
Done €D Internet H100% v
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PROCEDURE

8. The report page should display.

FleetFocus™

User ID: JOHN OCHIA
Language: English

Time Zone:

= Unit Brief Inventory

Unit Brief Inventory ..--:.

Parameter File Name: |ACTIVE NON-MINNESCOTA UNITS REPORT

r Options
Layout: | Standard w
r Report Prompis
Group 1: | Mone v
Group 2: | None v
Sort By: | Unit Number hd
- Unitl icensefilters (Loaded 52 records)
Enabled Field Operator Value High Value =
r License )
W License State not equal w | |MN
r License Type
r License Expiration Date
r Bin Location
¥ Unit Status equal w| |A
r Unit Number
r Alt Unit Number 2
[ Delete Saved Parameters ] [ Save Parameters ] [ Schedule
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PROCEDURE

How to delete a saved report

1. Navigate to the M5 Home Page.

2. Navigate to the report through the menus or through the menu search.
3. Click on the report link (example, Unit Brief Inventory).

FileetfFocus™

User ID: JOHN OCHIA
Language: English
Time Zone:

Menu:

+ Unit Assignment History
/7 Unit Assignment L ist
+ Unit Association

£ Unit Brief Inventory
/7 Unit Capital Journal
/7 Unit Capitalization Journal
/7 Unit Classification

+ Unit Copy

/7 Unit Cost History

/7 Unit Cost History Display

£ Unit Cost Per Use

/7 Unit Cost Use Summary

/7 Unit Current Meter Reading
£ Unit Depreciation

/7 Unit Depreciation Journal
4 Unit Disposal

H

//\

Ome Pa et\.‘ersiunZ.B.D}

S

rt 3 ! arn
- Unit Main [iZ) work Order . ) Shop Portal
—
- Preferred I-"ﬂ:-. } ‘/é Work Order
y— Vendors L Labor Wedge 4 Query

[
Click on the Unit Brief Inventory
report link.

Purchase

5@ Part Inventory
A/ Location

Work Request
Main

@ Replacement
Model

FREIGH TLINER,

Access
Freightliner
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PROCEDURE

4, The report page should display.
5. Click on the Delete Saved Parameters button.

FleetFocus™

User ID: JOHN OCHIA
Language: English

Time Zone:

Location:
FMAIN - Fleet Maintenance

¥ Unit Brief Inventory

Unit Brief Inventory ....:»

Parameter File Name: |ACTIVE NON-MINNESOTA UNITS REPORT

r Options
Layout: | Standard v
r Report Prompts
Group 1: | None hd
Group 2: | None A
Sort By: | Unit Number A
r Unitlicensefilters (Loaded 52 records)
Enabled Field Qperator Value High Value i
r License 5
[ License State not equal w!| (M
r License Type
r License Expiration Date
r Bin Location
Delete Saved Parameters button
W Unit Status
r Unit Number 7
—  [|mtunit Number ‘ 2
/
[ Delete Saved Parameters ] [ Save Parameters ] [ Schedule
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PROCEDURE

6. The Confirm Action Dialog page should display.
7.  Click on the Delete button to delete the report.

A Confirm Action Dialog -- Webpage Dialog

& | http: /imSdemno . assetwaorks, comfmSweb/present ation/commony Canfirmaction. htm A

Are you sure you want to delete your saved parameters
ACTIVE NON-MINNESOTA UNITS REPORT?

Press "Delete” to confirm the deletion.
Warning: This action cannot be undone.

[Delete | [Cancal ] E

htkp: ffmSdemo, assetwarks, com)mSweb) presentation) common o @ Inkernet
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How to find the status of a report

Sometimes after submitting a report, the report output may be delayed, or the report may fail to execute. If
your M5 In Bin is empty or does not contain your report output, find out the status of the report by doing

the following:

wn e

Navigate to the M5 Home Page through the menus or through the menu search.
Search for the Crystal Enterprise Monitor — User screen.
Click on the Crystal Enterprise Monitor — User link.

Note: Alternatively, you can click on the Crystal Enterprise Monitor — Company link.

Fieetfocus™

FMAIN - Fleet Maintenance

¥ Crystal Enterprise Monitor -
Company
b= Crystal Enterprise Monitor -User

pEREEE

Home Page .-o::o

=, :
- "!j) Unit Main Z-  work Order

£ i ) Preferred
‘;ﬁ- Vendors

3 ) Labor Wedge

L partInventory S ) Purchase

w4 Location Orders

4  Work Request

Shop Portal Main
Work Order I-'. Replacement
Query 5 J—‘J Model

NAPA Online

D, | Acces
Freightliner
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4.
5.

FieetFocus-

< Crystal Enterprise Monitor -
Company

PROCEDURE

The Crystal Enterprise Monitor — User screen should display.
The status of your report should display under the State field.

= Crystal Enterprise Monitor -User

Query Limits
!

aximum reports to retrieve: SI‘I{J All v

Crystal Enterprise Monitor - User ...c.::.

r Crystal Enterprise Reporis (L oaded 3 records)

Id State Report Mame Submitted By Group
36022 |C UNITBRIEF - Unit BriefInventory ReportV2.3 03222010 11:26:51 JOHN OCHIA
35882 (C UNITBREEF - Unit Briefinventory Report V2.3 03492010 17:16:39 JOHN OCHIA
35622 (C UNITBRIEF - Unit BriefInventory Report V2.3 03182010 124857 JOHN OCHIA
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