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Introduction: How to Run Templated Reports

We have created a series of report templates in AutoTask. These report templates can be run quickly to
review information relating to the processing of Help Desk tickets.

Running these reports involves downloading two files:

e Excel Template (download from here :)
e Report from AutoTask (Instructions follow)

Both files will need to be stored on your local computer. The final step will be to modify the excel file to
see the data file.

Step One: Download the Excel Template and save it to your hard drive.

Step Two: Download the Autotask Report (this will be the data file) and save it to your hard
drive.

Step Three: Open the Excel template. In the designated cell, enter the path to the Autotask
report.
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Step One: Download the Excel Template and save it to your hard drive.

The Excel template can be found at this link:

Autotask Reporting Files

DOWNLOAD THIS FILE:

If your report begins with...
“TOl Exclusive...”

“All Clients...”
“Select Client Name and Date Range...”

Download this matching template:
TOI Autotask Tickets Data Report
All Clients Autotask Tickets Data Report
All Clients Autotask Tickets Data Report



https://mtheorygrp.sharepoint.com/:f:/s/Dynamics-CRM/EmdU1rQydE5NrFQbArUl-KMBngu-ml8uwn377RkgqxQDfA?e=RXq1nX
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Step Two: Download the Autotask Report save it to your hard drive.

1. Hover your mouse cursor over the three lines next to the AutoTask logo. Select “Reports,” and
then “Other.”

= \Aatotask
ome REPORT CATEGORIES
RM CRM
ontracts Projects
Rrojects Service Desk
lervice Desk Contracts & Billing
imesheets Resources
ventor }5@99“555
Oreoee other |
Admin
Admin
LIVEREPORTS
datto | M LiveReports Designer
LiveReporis Publisher
datto scor P

2. Click the arrow next to the Live Reports section to view the available reports.

~ LiveReports

All Clients - Monthly Report, Help Desk Service Tickets TOI Exclusive - Monthly Report, Help Desk Service Tickets
All Clients - Quarterly Report, Help Desk Service Tickets TOI Exclusive - Quarterly Report, Help Desk Service Tickets
All Clients - Weekly Report, Help Desk Service Tickets TOI Exclusive - Weekly Report, Help Desk Service Tickets

Select Client Name and Date Range

TOI Exclusive - Help Desk Service Tickets, Select Date Range




Here are the reports that are available:

Report Name

Client
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Time Period

TOI Exclusive - Weekly
Report, Help Desk Service
Tickets

The Oncology Institute

First day of the Current
Week to Last Day of
Current Week (week runs
Monday-Sunday)

TOI Exclusive — Monthly
Report, Help Desk Service
Tickets

The Oncology Institute

First day of the Current
Month to Last Day of
Current Month

TOI Exclusive - Quarterly
Report, Help Desk Service
Tickets

The Oncology Institute

First day of the Current
Quarter to Last Day of
Current Quarter

TOI Exclusive - Help Desk

Service Tickets, Select Date

Range

The Oncology Institute

Select Date Range (see
instructions below)

All Clients - Weekly Report,

Help Desk Service Tickets

All clients (including the
Oncology Institute)

First day of the Current
Week to Last Day of
Current Week (week runs
Monday-Sunday)

All Clients - Monthly Report,

Help Desk Service Tickets

All clients (including the
Oncology Institute)

First day of the Current
Month to Last Day of
Current Month

All Clients - Quarterly
Report, Help Desk Service
Tickets

All clients (including the
Oncology Institute)

First day of the Current
Quarter to Last Day of
Current Quarter

Select Client Name and Date

Range

Select Client Name (See
instructions below)

Select Date Range (see
instructions below)
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Running a fully-automated report

An automated report is any of the reports that do not have “Select Client Name” or “Select Date Range”
in the title. These reports will run automatically once the link has been clicked.

<[> TOI Exclusive - Weekl...

— NMicrosoft Excel  (Use This Format]
( ) A B € D E F G H J K L M N O P @ R § T U
e pdobe PDF
The Oncology Institute: Weekly Report (Current Week)
—— Microsoft Word
TOI TOI
Ticket TOI " TOI TOl
— 5\ Format CKEY Ticket servic| Servie| 1ol | [ T9 | tol
Comp| Conta| Ticket Ticket Sub- | Create| COMP!| First | pegnr| Total | ppapy| Servie "7 7| "TgT Incide| Incide |y,
a ct | Numb| [SKel ppgp Sourc) Agent| lssue | (o, | aer| €t |RESPO| | on, | Hours| =0 € Reque Reque E_| BT ny
Status| 10" e | Name| Type 2 DatelT| nse: " | Worke Reque| "CaUE| REQUE| opacsi| SubCl ¢
Name | Name| er Hours| Type | ime | U’ | Sra | SLA | "o Hours| PO st | e LIRS SRl comp
Met 51 Ci i it
Met Type ‘.‘)‘;"’ compl o | ation | °"e"
Applic
The ation
02121 | 021137 Applic L
Oncal 2024 Kiffin, haces Acces
Sysioc Compl | Accou 2024|2024 Appic |ation_
ogy [SPRl02120 SO 104 |Email | Jema| i siperm| 22k | S (Mo |Yes 0.00 A | | ssue
Institut 007 ne issions| 2 e -
& S Resetf
Unlock|
Innova
tion)
The
Oncal E?Sliﬁs T2024 | ool KA. |3 arehs gggdzr g%gfl
ogy 02120, 013 |Email |Jemai Printer Ho |Yes 0.00
1 10:31 |01:41
Instiut T0® ga7 ote are
st oncalo AW |PM
ay
» Instit
N e 22t | 0212
N Oncel 2024 | . Kiffin,
ogy ”Z" 02120 Compl 043 | Email | Jermai| A printer| 202412024 yn s 0.00
Y - 20| g ete el are 1032 0140
B AW |PM
The
02012 | 0214/
Oncal 2024 § Aczes
Niz, Compl Scolt, | Applic | Licens | 2024 | 2024 Acces Acces
9% 1 Dennis| 121200t | 209 Email | g (ohon e (1032 1242 N0 [Ne (008 000 (ST e Ponl g
. AM PM
Innova
tion),
The
oncol [ 02 oy KM, | e Sa2i 02
ogy 0212.0 016 |Email Jermai Printer | - No Yes 202 000
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Once the report has been run, select the excel icon in the upper left hand corner to display a drop-down
menu. This is the export menu, and it will allow you to export the report in several formats (Excel, PDF,
Word, or .CSV format.) Download the report in Excel format.

Important note: In order for the Excel template to work correctly:

o The file must be downloaded in Excel format and

e The files (both the Excel template and the Autotask Report) absolutely must be stored on the
local hard drive. The Excel template will not function if the file is stored in a remote location,
such as on a network drive or internet location.

Once you have downloaded your report, make certain you know exactly where it is stored. You will
need the file path for the next step.
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Running a “Select name or date range” report

There are two reports which allow for some configuration:

e TOI Exclusive - Help Desk Service Tickets, Select Date Range
e Select Client Name and Date Range

When these links are selected, the report will not run right away. Instead, they will prompt for

information.

ENTER THE CLIENT NAME

To select a company name, enter the client name in the blank box next to the “Equal To” modifier, and
then click the down arrow at the end of the box. This will cause Autotask to search for that client name.

REPORT FILTERS

Select fiter fields to include on report

Ticket M Filter By (Click the X to remove unused filters. Filters without  value wil return all records where that field is empty)

Age (Days)
Age (Hours) I = Company.Company Name I 4+ ¥ x
Assigned to Co-managed = t e

H x

*Ticket Craate Dat
Associated Incident Tickets (Count) = "Ticket Create Date

Billable
Ghange Advisory Board
Change Approval Status
Change Approval Type
Change Back Out Plan
Change Impact Analysis
Change Implementation Plan
Change Review Notes
Change Roll Out Plan
Co-managed Visibiity
Complete Date

Complete Date/Time N /
Completed By Enter Company Name ~

Create Date Equal To P D
Create Date/Time AND With Next Filter v

O Group With Next Filter

Press Down Arrow

+ Add

Summary
‘Company.Company Name = ‘Unio" And “Ticket Create Dae Is Betveen * And *

 OK @ Cancel
Equal To w»__Unio v
AND With Next Fiter Unie Healh Pariners
Click Name in Drop Down to Select
[ Group with Next Filter

Once the client name appears, click it to put it into the box.

Important note: you must use the search feature to locate the client name. No data will be displayed in
the report unless the client name been located via the search feature.
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SELECT A DATE RANGE

The Date for a report can be selected in one of two ways. There is an icon in the lower right hand corner
which will display a calendar, which will allow you to select a specific date.

OFEB 2024 ©
SUN MON TUE WED THU FRI SAT

1 2 3
4 5 6 7 8 9 10
1 12 13 14 16 17
18 19 20 21 22 23 24
25 26 21 28 29
Today

Is Between i | 1] Ifx

AND With Next Filter L4

[ Group With Next Filter

L
There is also a button marked f"" r

This button will allow you to make a selection on criteria other than the absolute date. Examples of the
sorts of selections that can be made include:

e The first day of last quarter
e Today minus 30 days
e Saturday of Last week

Once you have made your selections, press the OK button in the lower left hand corner.

Summary
Company.Company Mame = "Unit

The report will run with the selected criteria. Save the report on your hard drive.
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Step Three: Open the Excel template. In the designated cell, enter the path to the Autotask

report.

Once you have downloaded both the Excel template and the Autotask report data, open the excel
template. The template has three tabs: Data, Charts, and For Client.

DATA:

You will need to paste the path of the source file (i.e., the Autotask report) into cell F5, labelled “Source
File. To do this, follow these steps:

1. Locate the file you wish to use as the data file. Right click it, and choose “copy as path” from the
menu which pops up:

B3] All Clients - Manthly Report, Help Desk Service Tickets 201472,

£33 Example for Shant 02122024 0 & B W |

@ TOI Exclusive - Weekly Report, Help Desk u Open - 2

~ Last week = N

e Open with b

@ TOI Exclusive - Weekly Report, Help Desk 20
& Share

@ All Clients - Weekly Report, Help Desk Se 20|
17 Add to Favorites

@ TOI Exclusive - Weekly Report, Help Desk 20|
) Compress to ZIP file

3] Autotask Tickets Data Report (2) 20)

I Copy as path Ctrl+Shift+C I

@TO\ Example Report Jul-Aug 2023 (1) 0f
42 Properties Alt=Enter

@ Autotask Tickets Data Report (1)

B3] TO! Exclusive - Weekly Report, Help Desk ) Convert to Adobe PDF 0|

2] TOI Example Report Jul-Aug 2023 E Editin Notepad 0l

32 Autotask Tickets Data Report OneDrive >

£7 Show more options

2. Inthe excel spreadsheet, place your cursor in cell F5 and choose “Paste.”
Important Note: make sure that the path does not contain any quotation marks. The sheet will
not run if quotation marks are present. If the path pastes in with quotes, remove the quotes
before proceeding. Press enter once the line has been copied.

SourceFile v | X / fi| " i Clients - y Report, Help ice Tickets.xis| < Remove " marks! Sheet will not works if quotation marks are present
A B c ) 3 £ G H ! ] 3 L
1 This file is for internal use only. It is for M-Theory Group's use. Do not send it to clients.
2 But if needed, you could save the "For Client” sheet as pdf file and send it to client
3
4
5| 1. Copy and past source file's path, name and extention {.xlsx) in this box €—Paste Data Document Path Here
3 2. Update the data in this file:
7 A. Click a column header (such as Compnay Name] in data table Notes:
8 B. Click the Table Design tab in the ribbon 1. Please be patient as it takes a while to update data depending on imported data
3 C. In the External Table Data group click the down arrow of the Refresh control amount
10 D. Click Refresh All (2nd option] in the drop-down list 2.Do not make any changes in the data table
1
n Data Table (Do not change anything manually)
13| B contact Name B2 Ticket Number B Ticket Status B Ticket Age In Hours B Source B2 Agent Name B2 1ssue Type B2 sub-1ssue Type B create Date/Time B complet
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3. Once the path of the data file has been copied, select any column header. In this example, we
have selected cell C13, “Company Name.”
a. With the cell selected, go to the “Table Design” tab.
b. Click the “Refresh” drop down menu.
c. Select “Refresh All” from the drop down menu.
d. Important note: depending on the size of the data file, this operation may take several
minutes to complete. Please wait until the refresh has finished before proceeding.

Table Name: B #fer Row [ First Column Filter Button

File  Home Insert Page Layout Select Table Design Tab

Fo

[AII_CIients_Reporl & Remoy;

Insert

‘B Resize Table 4;'% Congfert to Range Slicer p Down [[J Banded Columns
Properties Table Style Options
C13 e ﬁ: Company Name r@ Refresh All Refresh All (Ctrl+Alt+F5) L
e
A B | c ‘ Choose "Refresh All" Get the latest data by refreshing all H
sources in the workbook. | .
1 o only. Itis for M-Theory Group's
“ But if needed, you could save the "For Client"” sheet as p
3 Connection Properties...
4 Source File ﬂ
5 1. Cpy and past source file's path, name and extention (.xlsx) in this box C:\Users\Jennifer Johnson\Downloads\All Clients - Monthly Repol
6 2. Wodate the data in this file:
7 A. Click a column header (such as Compnay Name) in data table Notes:
8 B. Click the Table Design tab in the ribbon 1. Please be patient as it tz
9 C. In the External Table Data group click the down arrow of the Refresh control amount
10 D. Click Refresh All (2nd option) in the drop-down list 2. Do not make any changé
11
Select Column Header :
12 Data Table (Do not change anything
13 (Company Name h ( ontact Name B Ticket Number B Ticket Status Bl Ticket Age In Hours B source [~ | Agent N:
14

4. Once the “Refresh all” operation finishes, data will populate in the previously-blank file.

1S e e
By

Source File
C:\Users\Jenni

1. Copy and past source file's path, name and extention (.xlsx) in this box
2. Update the data in this file:

A. Click a column header (such as Compnay Name) in data table

B. Click the Table Design tab in the ribbon

C. Inthe External Table Data group click the down arrow of the Refresh control
D. Click Refresh All (2nd option) in the drop-down list

[Company Name B3 Contact Name B Ticket Number B Ticket Status

Unio Health Partners T20240202.0110 Complete
Unio Health Partners T20240205.0035 Complete
Unio Health Partners T20240205.0043 Complete
Unio Health Partners T20240205.0044 Complete
Unio Health Partners T20240205.0047 Complete
Unio Health Partners T20240205.0048 Complete
Unio Health Partners T20240205.0043 Complete
Unio Health Partners T20240205.0078 Complete
Unio Health Partners T20240205.0081 Complete
Unio Health Partners T20240205.0083 Complete

Unio Health Partners T20240205.0084 Complete
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5. Once the data has populated, the Process is complete. It will now be possible to interact with
the charts that are displayed on the Charts tab.

CHARTS TAB:

1. The charts on the Charts tab will not become active until the Data tab has been updated. Please
complete all steps listed on the Data tab before attempting to interact with the charts.

2. The Charts tab is divided into two halves. The upper half of the page displays various topics.
Clicking any of these topics will display further information about the selected item. The charts
will update depending upon the topics that have been chosen.

A B @ D E F G H | J K L M N o P o} R S T U v w X A z AA .

1
2 Create Period Company Name

3 14/2028

4 Total Tickets: 151 [

s —————— | Account
. =

7

s

Issue Type Y= 57 || sub-IssueType = 5 Source =Y Create Year = 5

Growp | [ (olank) [ (blank) | Email |[inpersononsite | | (203 |[202a |

| Phone

| Access/permissions

Create Quarter 7= |

EOEDED

[ Alerts ["Adobe

| ==

| Backup & DR

‘Backup

Create Month

| complete

—— | DEmEe® |

| cloud | configure

| on Hold )

)
)
)
)
| change )
)
)
)
]

FOR CLIENT:

1. While the charts that are displayed on the “charts” tab work well for review, they unfortunately
export badly, as it is not possible to minimize the control panel when exporting. The charts have
therefore been duplicated on the “For Client” tab. These reports are meant for internal use
only, but if it should be necessary to export a particular report (for example, in a PDF file,) the
“For Client” tab is set up for this purpose.

a. When exporting, remember to export the “For Clients” tab only, and not either of the
other two tabs.

b. Because the charts displayed on the “For clients” tab are copies of the charts displayed
on the “Charts” tab, both sets of charts will update to display whatever criteria has been
selected on the “charts” control panel.|
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