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W e l c o m e  

Welcome Welcome to the ‘Reports ’  tra ining module. 

This module is  part of a suite of Opt imist 7.3 training modules 
from Inmatr ix, designed to provide you with the ski l ls  you need 
to record and analyze a customer’s f inancia l detai ls in this 
appl icat ion. 

   

Prerequisites The complet ion of Module 6 – Explore Results.  

   

Purpose of this 
Module

The purpose of this module is  to provide you with an 
understanding of the Reports area, and to help you understand 
the uses and the specif ic business appl icat ions of each Report.  

   

Key Learning 
Outcomes

The Learning Outcomes for this module are: 
o Navigat ing through the Reports screens 
o Print ing and Export ing  
o Understanding what indiv idual reports can tel l  you about 

the business 
   

Assessment 
Criteria 

You wi l l  have achieved the Learning Outcomes if  you have 
successful ly completed the fol lowing assessment cr iter ia: 

o Act iv ity 1 – Cash Flow Reports 
o Activ ity 2 – Analysis Reports 

   

Duration This component of the tra ining is ant ic ipated to have a durat ion 
of approximately 20 minutes. 

I n t r o d u c t i o n  

Main Objective  In this module you wi l l  learn the components of the Reports area, 
and how to ident i fy the relevance of each report to the business 
analys is and communicat ion. 

   
Key Learning 
Outcomes

 Specif ical ly,  we wi l l  invest igate: 

1. Navigat ing the Reports  
2. Pr int ing  
3. Export ing  
4. Understanding what indiv idual reports can tel l  you about the 

business



Tip The What If? Report,  Benchmark Report or the Net Change Report 
can only be printed only from their respect ive monitors in the task 
pane.

Export Reports You can Export the reports to several di fferent formats,  which 
provides for just about any output des ired, from screen appl icat ions 
to high qual i ty pr int ing.  Select one of the fo l lowing opt ions when 
export ing Reports: 

   

Tip If  you require Reports as an image f i le opt imized for web, you must 
reduce the s ize of the TIFF f i le by resaving i t  as a compressed 
image format l ike JPG or GIF. Use an image edit ing appl icat ion such 
as Adobe ImageReady, or MS Paint.  

   
Copy/Paste to 
Excel 

You can copy the entire content of the current report to the 
Microsoft Cl ipboard by c l ick ing the Copy icon in the Reports toolbar.   
You can then Paste this report into an appl icat ion such as Microsoft 
Excel for formatt ing or graphing. 

   
Display  You have a number of opt ions to adjust your v iew of the selected 

report.   You can view more than one page on a screen and zoom in 
and out as wel l .  

   
 Cl ick the Mult ip le Pages button from the Report toolbar 
 Cl ick 2 x 2 Pages opt ion 
 Cl ick Single Page opt ion to return to a standard view 

   
 Cl ick Health Check report 
 Cl ick the Zoom Out and Zoom In icons a few t imes 

Find You can also search for a specif ic word or phrase. 

 Cl ick F ind (binoculars icon) on the Report toolbar 
 Type “Net Income” into the text f ie ld 
 Cl ick Find Next 

   
Not ice the relevant text highl ighted in the report.  

   
Consolidate 
Reports 

 You can consol idate many reports into a s ingle report,  for both 
pr int ing and/or export ing purposes.  This funct ion saves you the 
effort  of print ing or export ing several reports indiv idual ly.   Optimist 
wi l l  a lso remember the reports you last consol idated next t ime you 
start up the appl icat ion. 

   
 Cl ick the Consol idated Reports button on the Reports Toolbar 
 Select Income Statement, Balance Sheet and Key Financia l Ratios 
 Cl ick OK 

   
 Cl ick the Up and Down arrows, or c l ick Page Up / Page Down on 

your keyboard to navigate through report pages 
   

Not ice the three selected reports are now consol idated into a s ingle 
document. 

   
  Now let ’s examine the individual reports themselves.  Opt imist 7.3 
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