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Reports are used to list a set of records and to access the forms of individual records.

The screenshot presents an overview of basic capabilities when viewing a report.

1. Action menu bar allows you to create new records, activate Inline Editing and undertake other relevant

actions (see Action Menus)

2. Analyser icon allows you to perform live filtering of data (see Analyser) 

3. Quick search allows you to perform a quick search. Note: Quick search finds any matching result in text,

choice, numeric or lookup columns

4. Select any row then select ACTION > View to open the form view of that record

Reports can be very powerful when used to analyse information. For a description of reporting capabilities, see

Report Builder.

Report in view mode


