How to schedule reports 28 Steps 4

STEP 1

Click on Reports in navigation bar

| Media | Reports | Order Management
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STEP 2

OR click on Reports in panel

|27 i

View sales performance dashboard Custc
Generate or view reports Creat
View

BT

STEP 3

Click on My Reports

Management | QuickRedeem | CatalogueManager | Content | Media | Reports | Ord

Reports

2  Sales Performance

3+ Limited Availability

& My Reports wee
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STEP 4
Click on Create Report
e

My Reports

ance Recent Reports Scheduled Reports

bility

[3 Create Report

N Paramete
Sales Items Report Venuels): Hotel Group A
Sales Items Report Venuel(s): Hotel Group A

SKCHASE 4 of 25



STEP 5

Click on Sales Items Report...

This report gives a summary of all vouchers sold within a specific date range

Select the type of report to generate

Sales Items Report
Get a summary of all items sold within the dates you select. There are

"Ill modules to choose from so you can get the information relevant to you.

Voucher Liability and Activity Report

Get a summary of the opening and closing balance and activity that has
taken place within the dates you have selected. (Including reports on
redemptions for the period selected and all valid vouchers as at the last
date of the report).

Redemption Report - Based on Redemption Venue

Get a summary of all redemptions for the venue(s) you select within the
date range. (For groups, please view the "SalesChannel' column to know

(i}
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STEP 6
OR click on Voucher Liability and Activity Report...

This report gives a summary of opening and closing balance and activity over a specific date
range

Select the type of report to generate

Sales Items Report
".II Get a summary of all items sold within the dates you select. There are

medules to choose from so you can get the information relevant to you.

Voucher Liability and Activity Report

Get a summary of the opening and closing balance and activity that has
taken place within the dates you have selected. (Including reports on

.. redemptions for the period selected and all valid vouchers as at the last
date of the report).

Redemption Report - Based on Redemption Venue

Get a summary of all redemptions for the venue(s) you select within the
date range. (For groups, please view the 'SalesChannel' column to know
where the voucher was sold).
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STEP 7

OR click on Redemption Report - Based on Redemption Venue...

This report gives a summary of all voucher redemptions for the venue(s) selected

SKCHASE

sales Items Report

Get a summary of all items sold within the dates you select. There are
‘modules to choose from so you can get the information relevant to you.

Voucher Liability and Activity Report

Get a summary of the opening and closing balance and activity that has
taken place within the dates you have selected. (Including reports on
redemptions for the period selected and all valid vouchers as at the last
date of the report).

Redemption Report - Based on Redemption Venue
Get a summary of all redemptions for the venue(s) you select within the

date range. (For groups, please view the 'SalesChannel’ column to know
where the voucher was sold).
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STEP 8

Choose Timezone

STEP 9

Sales Items Report

Timezone

Local time (Europe/London)
O uTC

What would you like to do ?

() Generate a single report now
() Schedule a single report
() Schedule a recurrent report

Choose to Schedule a single report

SKCHASE

@ Local time (Europe/London)
() uUTC

What would you like todo ?

(O Generate a single report now

Schedule a single report
() Schedule a recurrent report

Date Range

() Today: Mon, 20 Jan 2025

() Tomorrow: Tue, 21 Jan 2025

(O This Week: Mon, 20 Jan 2025 - Sun, 26 Jan 2025
() Next Week: Mon, 27 Jan 2025 - Sun, 2 Feb 2025
() This Manth: Wed 1 lan 2075 - Fri. 31 lan 2025
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STEP 10
OR choose to Schedule a recurrent report

(@ Local time (Europe/London)
uTC

What would you like to do ?

(O Generate a single report now
(O Schedule a single report
Schedule a recurrent report

Date Range

() Daily from Tue, 21 Jan 2025
() Weekly from Mon, 27 Jan 2025
() Monthly from Sat, 1 Feb 2025

Venue(s)
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STEP 11
Select a Date Range

When scheduling a single report you will be given a choice of daily weekly or monthly options

Date Range

(O Today: Mon, 20 Jan 2025

() Tomorrow: Tue, 21 Jan 2025

(O This Week: Mon, 20 Jan 2025 - Sun, 26 Jan 2025
() Next Week: Mon, 27 Jan 2025 - Sun, 2 Feb 2025
(O This Month: Wed, 1 Jan 2025 - Fri, 31 Jan 2025
@NextMmm:Sat. 1 Feb 2025 - Fri, 28 Feb 2025

Venue(s)

> g4 Hotel Group A
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STEP 12

Select a Date Range

When scheduling a recurrent report you can choose to run the report either daily, weekly or
monthly

() Generate a single report now

() Schedule a single report
@ Schedule a recurrent report

Date Range

() Daily from Tue, 21 Jan 2025

Weekly from Mon, 27 Jan 2025
() Monthly from Sat, 1 Feb 2025

Venue(s)

» gfA4 Hotel Group A
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STEP 13
Select Venue(s) you would like to schedule the report for

You can expand groups of Venues by clicking on the arrow

() Daily from Tue, 21 Jan 2025
@ Weekly from Mon, 27 Jan 2025
() Monthly from Sat, 1 Feb 2025

Venue(s)

(> kB4 Hotel Group A
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Click on the venue name to select it

(O Daily trom Tue, 21 Jan 2025
@ Weekly from Mon, 27 Jan 2025
(O Monthly from Sat, 1 Feb 2025

Venue(s)

v g8 Hotel Group A
-
» g4 Hotel 2
» B4 Hotel 3

STEP 15

The venue will then move into the right-hand side column

(O Monthly from Sat. 1 Feb 2025

Venue(s)

¥ ¢4 Hotel Group A
» @84 Hotell
> ) Hotel2
» gBA Hotel3

SKCHASE

“ Hotel 1
/ Hotel Group A
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STEP 16

You can remove Venue(s) from the right-hand side column by clicking on

Remove

() Monthly from Sat, 1 Feb 2025

Venue(s)

SKCHASE

v @84 Hotel Group A
» gfA Hotell
» B4 Hotel2
> g4 Hotel3

A Hotel 1
/ Hotel Group A

Remove
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STEP 17

When running a Sales Items Report there is optional data you can include

Optional Data to include

(E@)Financial Data (payment, refund, discount and commission
information)

() Buyer Data

[] Recipient Data

[7) Voucher Data (Current balance and validity of vouchers)

[[) Marketing Data (Marketing question responses)

STEP 18

Tick any additional info you would like to include

Optional Data to include

Financial Data (payment, refund, discount and commission
information)
(] Buyer Data
[) Recipient Data
(&) Voucher Data (Current balance and validity of vouchers)
[[) Marketing Data (Marketing question responses)

SKCHASE
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STEP 19

When running a Sales Items Report there are also Optional Filters you can
apply to exclude data

Optional Data to include

Financial Data (payment, refund, discount and commission
information)

() Buyer Data

[ Recipient Data

Voucher Data (Current balance and validity of vouchers)
[} Marketing Data (Marketing question responses)

Optional Filters

Exclude fully refunded vouchers
(] Exclude complimentary vouchers

SKCHASE 16 of 25



STEP 20

Tick any filters you would like to apply

Optional Data to include

Financial Data (payment, refund, discount and commission
information)

(] Buyer Data

[ Recipient Data

Voucher Data (Current balance and validity of vouchers)

[) Marketing Data (Marketing question responses)

Optional Filters

Exclude fully refunded vouchers
Exclude complimentary vouchers

SKCHASE
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STEP 21

If you would like to receive an email notification when your scheduled report
is ready to download tick the Email completed report box

[] Recipient Data
Voucher Data (Current balance and validity of vouchers)
[] Marketing Data (Marketing question responses)

Optional Filters

Exclude fully refunded vouchers
Exclude complimentary vouchers

Email completed report
trainingteam@skdxase.com

Coa
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STEP 22

Click Generate

(] Buyer Data

[ Recipient Data

Voucher Data (Current balance and validity of vouchers)
[] Marketing Data (Marketing question responses)

Optional Filters

Exclude fully refunded vouchers
Exclude complimentary vouchers

Email completed report
trainingteam@skchase.com

4
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STEP 23

A pop up message will appear telling you when your report will be available
to download

Your report will be ready for download on§27 January 2025.
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STEP 24

You can view a summary of reports you have scheduled in the Scheduled

Reports tab

Heem | CatalogueManager | Content | Media | Reports | Order Management

My Reports

Recent Reports

Scheduled Reports

[3 Create Report

SKCHASE
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STEP 25

You can delete any Scheduled Reports you have set up under the Actions
column
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STEP 26

On the date your scheduled report becomes available to download it will
appear under the Recent Reports tab. Login and navigate to this section

You will also receive an email notification when your report becomes available if you opted to
receive this when scheduling

ment | QuickRedeem | CatalogueManager | Content | Media | Reports | Order Management

My Reports

es Performance Recent Reports. Scheduled Reports

nited Availability

¢ Reports
[3 Create Report

ems Report Venue(s): Hotel Group A
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STEP 27

Click on the download button

: Report

3 Report
; Report
; Report
s Report

5 Report

STEP 28

Venue(s)

Ver \
venuets,

Venue(s)

Venue(s)

Venue(s,

Hotel Group A

Hotel Group A

Hotel 1
Hotel Group A
): Hotel Group A

Hotel Group A

1 hour ago
an hour ago
an hour ago

20 days ago

a month ago

a month ago

[

Ce

Reports will remain available in the Recent Reports tab for 45 days

Quick Redeem

es Performance
nited Availability

¢ Reports

SKCHASE

| Catalogue Manager | Content

My Reports

Recent Reports

[3 Create Report

Sales ltems Rep
Sales Rep

| Media | Reports |

Scheduled Reports

Venue(s
‘enue
\
Venu:
L
Venue(

oL

Order Management

a month ago
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