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Create a Report 
1. Start Equitrac System Manager and connect to your accounting server. 

2. In the left pane, click ; a list of report categories appears in the right pane. 

3. In the right pane, click the + (plus) sign to expand Detailed Activity. 

4. Click the Detailed activity by device report. 

5. In the Select report criteria dialog box, click the Transaction type scroll bar until Print 
appears and then click the item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click the  button; the report appears. 

7. To print the report, click the  icon at the top of the window; the Print dialog box 
appears. 

8. Click the PrnBW printer and then click the  button. 

9. Close the Report window. 
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Email a Report 
1. In Equitrac System Manager, click  in the left pane. 

2. In the right pane, expand Accounts. 

3. Click any report within the section. 

4. Click the  button to accept the defaults and generate the report. 

5. In the Report window, click the  icon. 

6. In the Send Mail dialog box, fill in the applicable fields; leave the Attachment setting as 
HTML. 

.  

7. Send the email and then close the Report window. 

 

Export a Report 
1. In Equitrac System Manager, click  in the left pane. 

2. In the right pane, expand the Analysis section. 

3. Click the Device Configuration report. 

4. Click the  button to accept the defaults and generate the report. 

5. In the Report window, click the  icon. 

6. Save the report to your Windows Desktop. 
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7. In the File name field, type the file name Device Configuration Report. 

8. Click the Save as type drop-down arrow and select CSV-ANSI(*.csv). 

9. Click the  button. 

10. Close the Report window. 

11. Close Equitrac System Manger. 

12. Click the  button and then click Run. 

13. In the Run dialog box, type Notepad and then click the  button; the Notepad 
application starts.  

14. Click File>Open. 

15. Locate and open the CSV formatted file that was created above; the content of the exported 
report appears. 

16. Close Notepad. 

 

Customize a Report 
 

NOTE:  The customization of a report is limited to the adding, removing, resizing, and reordering of 
columns. 

 

1. Start Equitrac System Manager and connect to the accounting server. 

2. In the left pane, click . 

3. In the right pane, expand the Summary Activity section. 

4. Click the Summary activity by device report. 

5. Click the  button to accept the defaults and generate the report. 

6. Resize the Report window to its maximum size. 

7. Click View>Configure Report Layout. 

8. In the Columns to display list, click to clear the Pages 
check box. 

9. Scroll to Department and then click to select the check 
box. 
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10. Scroll to the top of the list and click the word Account; do NOT click to clear the check box. 

 
NOTE:  If the Label field is unavailable, the check mark has been cleared from the entry.  Click 
to select the Account check box; the Label field becomes available. 

 

11. In the Label field, type Account ID. 

12. Click the  button. 

13. Click File>Save Definition As. 

14. In the Save report definition as dialog box, click the  button; leave all defaults 
as displayed. 

15. In the next Save report definition as dialog box, in the Name field, type My Summary by 
Device. 

 
 
 
 
 
 
 
 
 

16. Click the Report type drop-down arrow and select Site; the report appears in the list. 
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17. Click the  button. 

18. Close the Report window. 

19. Click the  button. 

20. Expand the Summary Activity section; note the +sign beside the Summary activity by 
device report, which was the basis for the custom report. 

21. Expand the Summary activity by device report; the custom report My Summary activity 
by device appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

22. Click the Summary activity by device report again and run the report; use the default 
values. 

23. Click the  button. 

24. Click File>Save Definition As. 

25. In the Save report definition as dialog box, click the  button; leave all defaults 
as displayed. 

26. In the next Save report definition as dialog box, in the Name field, type My Second 
Summary by Device; leave the Report type field set to Personal report. 

27. Click the  button. 

28. Close the Report window. 

29. Click the  button. 

30. Run each report using the default values; note the customizations. 
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