How to Download & Setup a Report on OpenVPMS
Downloading the report and saving it to our system

· Right click on the Report link and select ‘save link as’ OR ‘save target as’
· Save in  Amanda’s word directory in the folder OPENVPMS CODES, the file name should be the name of the report eg: Cash Sales Report and you need to add a full stop immediately after the name and add the letters jrxml

eg:  Cash Sales Report.jrxml

· Then SAVE AS TYPE =  ALL FILES and click on SAVE.
Adding a template and Uploading the Report into the OpenVPMS 
· Go to ADMINISTRATION

· TEMPLATES

· NEW

· Name the report

· Select the template type eg; Report

· Set the User level if you don’t want it available to everyone (need to list different level criteria’s here)

· Set the Report Type

· Set the Paper Size

· Orientation is normally left at Portrait for reports

· You only have to Add Printers if it’s not an A4 report as A4 is the default

· OK to save this template

· Click on EDIT 

· Click on SELECT and BROWSE to locate the folder you saved earlier.  Select the file to load into OpenVPMS and click on SEND.

· Click on OK.

You’ve now completed the process and should be able to access this report from OpenVPMS.

