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Creating a Programme Filter for use in a Web Report

For reports that require a Programme Filter, you will need
to create the desired filter, which can them be re-used

when you run the report again, or for another report of the PA RTN E RSH | P O

same kind.
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Find the relevant report in the Web Reports module and click on it, for example:-

Run Report X

Report Details

Report Name: Outcome Activity Summary
Report Type: Export

Requires: No criteria required

Required Criteria

No criteria is required for this report

Filters

Date From *
Date To *

Programme Filter *

Run Report

Click on Create and you will see this pop-up:-



Create Programme Filter X

Create an optional programme filter to use for the report

Name *
Description

Programmes *

e Give your filter a meaningful name in the Name field.

e Add a Description if desired

e Inthe Programmes field, start typing a programme name and you’ll see
matching programmes that you have access to in a list, example below. Select
one of the programmes by clicking on it. Repeat this process if you wish to add
more programmes.

e Clickon Save

Programmes *

Acme
Acme

Acme Made up for Training

Acme Training

For our example report, you’d also have to enter a Date Range, though his may not
always be the case. The completed form would then look like this:-



Run Report X

Report Details

Report Name: Outcome Activity Summary
Report Type: Export

Requires: No criteria required

Required Criteria

No criteria is required for this report

Filters
Date From *
1/4/2025

Date To *

31/3/2026

Programme Filter *

ACME

Run Report

Click on Run Report and your report will be added to the report queue.

The next time you run this report, or a different report which requires a Programme
Filter, you can use the Select... button, rather than the Create... button, and select your
previously created Programme Filter.



