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Introduction 

Overview 
This user guide contains details on general navigation, compiling information, and generating reports utilizing the 
FF Web Reporter.  

User Setup 
To log in to the site, you will need the following information and recipient setup. 

1. Customer code for the client – This will be the “Customer:” required in the log in process on the website 

This can be found in the Fulfillment Module 

  

 

2. Recipient ID – This will be the “User:” utilized in the log in process on the website.  Recipient maintained 
in the Fulfillment program 
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3. User security and Password set for the recipient that is maintained within the Recipient Maintenance 
“Additional Information” tab. The password is encrypted once saved.  
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Note that the security user should have access to any project that you want to run sales order reports 
for and that even for inventory reports, security to at least one project is required  

 

Log In Screen 
See Set Up portion for values for Customer User and Pass
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General Navigation 
In order to run any report, you will need to 1st select a project in the “Project” drop down. Note that ”Order level” 
reports will return data specific to the selected project while inventory reports will not be project specific.  

 

 

Report Types  

Report types are broken into 2 categories  

1) Order based reports that are project specific reports 

 

2) Inventory based reports. These reports are not project specific and are customer level reports 
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Report Filter Criteria 

Filter criteria will change based off of the type of report that is being initiated. 

 

Vs. 

 

Report Grid Navigation 

Once the report grid is loaded, you have the following options to navigate within the report: 

 

Or  

 

Return to Storefront  

For Customer View or storefront users, you may wish to navigate back to the main menu website via 
the Storefront button 

 

Return to FF Web Reporter main menu 

To navigate back to the FF Web Reporter main menu, you can hit the “Back Button” in your window 
browser, or you can hit the Report Filter button 
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Display Search Window 

 

Launches the search tool that allows searching for specific information within the search grid 

 

Print Report and Print Current Page options 

 and  

Both options will load the Print System print options 

 

Page Navigation  

Page navigation controls allow you to “flip” thru the pages in the report or to select a specific page 

 

  



10  EFI PrintStream | User Guide 

 
 

 

Exporting a report Grid 

You have the option to export reports from the loaded report grid screen. Some reports Export to Excel only 
while other reports have file type selections 

 To Export the grid into an Excel File  

 

 To Export when you have file type options – You will be able to “Save to Disk” or “Save in New Window” 

o Save to Disk 

 Select output option 

 

 

Your Browser provider will determine the next process for saving the file. Here is an example of Chrome: 

 

 

  



V21.1.0200 Web Styles Add On  11  

 
 

 

Customizing a report display  

You have options to customize the columns in the report screens by  

1) Moving column positions. 

You can choose the order or layout of existing visible columns by selecting the column header that you wish 
to move and Left Click/Hold Left Click( of the mouse), then drag the column to the desired position. 

 

 
2) Adding and removing available columns from the report via column chooser. 

Select the Customize Window option.  

a. To add columns, select the column header from the “Column Chooser” pop up box and Left 
Click/Hold Left Click( of the mouse), then drag the column to the desired position. 

b. To remove columns, select the column header from the display grid and Left Click/Hold Left Click( 
of the mouse), and drag the column to the “Column Chooser” pop up box. 
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Saving a customized report display layout 

You may choose to save your customized report layout 

Select “Save Layout” button  

 

Name your layout and save 

 

Filtering information in columns 

You may filter report information by column headers.  

NOTE – this filter is not a wildcard search and will load info based off of display order  
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Order Reports 

Order Detail Report and Order Detail Grid – These reports will provide detailed information for the orders 
presented.  The items ordered, their statuses, the order by, ship to and bill to.  This report provides a date range, 
customer and project selection and sales order status selection. 

 

Orders On Hold Report – Shows any orders that are in a current hold status for the project and date range 
selected  
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Billing Transaction report –This report will provide a listing by Batch ID for the, customers and projects 
selected, of the sales orders ready for invoicing. 

 

Shipped Orders report – This report will provide a listing, by sales order, of the items shipped for the order, 
when it was shipped, how it was shipped and where it was shipped to.  Invoicing data is also provided. 
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Inventory Reports 

Stock Status Report –This report provides information on the items status active/inactive, current counts and on 
order balances, date minimum reached (if below min), last physical count information, Avg Price, Declared 
Value, UoM, GFC, Default location, Expiry Date, External Item information, Last replenish date, and weight per 
piece  

 

Inventory Detail Transaction Report – This report will show transactional data that occurs against a date range  
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Inventory Summary Report – This report will show real time count information for customer items    

 

No Activity Report – This report will show items that have had no transactional data against them during a date 
range.     
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Inactive Item Report – This report will show any inactive items for the customer 

 

Item Nomination Report – This report will show the nomination associated to the project and all items 
associated to the nomination 
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Inventory Transaction Count Report – This report will show the following transactional counts in a 30 day 
period  

 

 

 

 


