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Welcome to the ‘Reports’ training module.

This module is part of a suite of Optimist 7.3 training modules
from Inmatrix, designed to provide you with the skills you need
to record and analyze a customer’s financial details in this
application.

The completion of Module 6 — Explore Results.

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 specific business applications of each Report.

The Learning Outcomes for this module are:
o Navigating through the Reports screens
o Printing and Exporting
o Understanding what individual reports can tell you about
the business

You will have achieved the Learning Outcomes if you have
successfully completed the following assessment criteria:
o Activity 1 — Cash Flow Reports
o Activity 2 — Analysis Reports

This component of the training is anticipated to have a duration
of approximately 20 minutes.

Introduction

Main Objective

Key Learning
Outcomes

In this module you will learn the components of the Reports area,
and how to identify the relevance of each report to the business
analysis and communication.

Specifically, we will investigate:

Navigating the Reports

Printing

Exporting

Understanding what individual reports can tell you about the
business
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Export Reports

Copy/Paste to
Excel

Display

Find

Consolidate
Reports
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The What If? Report, Benchmark Report or the Net Change Report
can only be printed only from their respective monitors in the task
pane.

& You can Export the reports to several different formats, which

provides for just about any output desired, from screen applications
to high quality printing. Select one of the following options when
exporting Reports:

If you require Reports as an image file optimized for web, you must
reduce the size of the TIFF file by resaving it as a compressed
image format like JPG or GIF. Use an image editing application such
as Adobe ImageReady, or MS Paint.

" You can copy the entire content of the current report to the
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Microsoft Clipboard by clicking the Copy icon in the Reports toolbar.
You can then Paste this report into an application such as Microsoft
Excel for formatting or graphing.

You have a number of options to adjust your view of the selected
report. You can view more than one page on a screen and zoom in
and out as well.

- Click the Multiple Pages button from the Report toolbar
- Click 2 x 2 Pages option
- Click Single Page option to return to a standard view

- Click Health Check report
- Click the Zoom Out and Zoom In icons a few times

You can also search for a specific word or phrase.

- Click Find (binoculars icon) on the Report toolbar
- Type “"Net Income” into the text field
- Click Find Next

You can consolidate many reports into a single report, for both
printing and/or exporting purposes. This function saves you the
effort of printing or exporting several reports individually. Optimist
will also remember the reports you last consolidated next time you
start up the application.

- Click the Consolidated Reports button on the Reports Toolbar
- Select Income Statement, Balance Sheet and Key Financial Ratios
- Click OK

- Click the Up and Down arrows, or click Page Up / Page Down on
your keyboard to navigate through report pages

Now let’s examine the individual reports themselves. Optimist 7.3
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