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About Reports 

At first glance, reports resemble spreadsheets composed of rows and columns of data cells. However, reports in FIVE 

have a number of specialized features and user-interface elements that have been designed to save you time, reduce 

the chance of error, and give you the ability to analyze project data effectively. 

About Report View 

Report view is a data view available on most of the tabs in FIVE. Report view is used for: 

 Generating project data reports and logs that can be sorted, filtered, printed, sent as e-mail attachments or 

exported as PDF files. 

 Customizing the layout of your data reports. 

 Logging and updating project documents, such as Site Instructions, Change Orders, Certificates for Payment, etc... 

 Navigating to other views such as Form view, Attachments view, E-mail Messages view, etc... 

Getting to Report View 

Click any tab to the right of the  Document Queue tab to go to report view for that tab. 

Examples 

Click the Contracts tab to see a report of a project’s base contract items, allowances and contingency funds. Click the 

Certificates tab to see a report of the Certificates for Payment that have been issued. 

Report View User Interface 

Report view includes the 

following unique interface 

elements: 

A. Report Actions Bar 

This bar includes menus to 
change reports and report 
options. 

B. Column Header 

This area shows the captions 
for each column. Right-click 
any cell in the column 
header to show the column 

options menu (G). 
 

C. New Item Row 

Add a new row to the report 
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by typing into this row. When you have finished typing the values for the new row, click the  button in the row 

action cell (D) to save it. 

D. Row Action Cells 

Perform actions on the selected row by clicking the buttons in this cell. Available actions include (not all actions are 
available on all rows/tabs): 

New Item Row Action Buttons 

Icon Click to… Shortcut 

 Add the values in the new item row to the report body. Ctrl+1 or Ctrl+S 

 Automatically fill the new item row cells with default values.  

This feature can save you a lot of typing when you are adding a new item to the 
report, so click this button as a first step when creating new report items. 

Ctrl+2 

 Clear the new item row. 
Ctrl+3 

Other Rows Action Buttons 

Icon Click to… Shortcut 

 Switch to Form view for the item on the selected row. Ctrl+1 

 Switch to Attachments view for the item on the selected row. Ctrl+2 

 Switch to E-mail Message Log view for the item on the selected row. Ctrl+3 

 Show the Notes window for the item on the current row. Ctrl+4 

 Choose a background/highlight color for the current row. Ctrl+5 

 Create a new item on another tab that will be linked to the item on 
the selected row of the current tab. 

Ctrl+6 

 Delete the item on the selected row. Ctrl+6 when the current tab 
doesn’t support the Link action 

Ctrl+7 when the current tab 
supports the link action. 

All Rows Action Buttons 

Icon Description 
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Icon Description 

 The row is locked and cannot be edited. This could be because another user is working on the selected 
row, because you have a read-only user account, or because the current row does not support 
modification.  

You can click this button to get more information about why the row is locked. 

E. Selected Row 

The currently selected row is highlighted. Clicking a button in the row action cell (D) will perform an action against 
this row. 

F. Selected Cell 

The currently selected cell is outlined. 
If the cell outline is green, then you can type or select values for the cell. 
If the cell outline is red, then the cell is locked (usually because it is an automatically calculated cell). The values of 
locked cells cannot be changed by typing into them. 

G. Column Header Options Menu 

This menu appears when you right-click a column header cell. The column header options menu includes the 
following menu items: 

Menu Item Click to… 

 Sort column in ascending order 

 

Sort the report rows by the values in the selected column in 
ascending order (0-9, A-Z). 

 Sort column in descending order  

 

Sort the report rows by the values in the selected column in 
descending order (Z-A, 9-0). 

 Move column to the left 

 

Move the selected column to the left. You can also drag columns to 
change their position on the report. 

 Lock column from editing 

 

Lock a column that is currently editable. 

 Unlock column for editing 

 

Unlock a column that has been locked from editing 

 Move column to the right 

 

Move the selected column to the right. You can also drag columns to 
change their position on the report. 

 Remove column from this report 

 

Hide the selected column. 

 Rename column 

 

Type a different caption for the selected column.  

Press the Enter key after typing the new caption to save it.  
Press the ESC key to cancel your changes. 
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Menu Item Click to… 

 Add a new column to this report 

 

Select new columns to appear on the report. 

 Smart Filters 

 

Show a list of filters that can be applied to the selected column. 
Please see the Using Smart Filters section of this guide (below) for 
more information on smart filters. 

Selecting Reports 

FIVE comes with various built-in reports for each tab that supports report view, and you can customize reports to create 

your own variants. To select a different report: 

1. In the Report Actions Bar, click the name of the current report. A list of available reports appears, divided into up to 
three or four sections:  
 
Shared Reports 
Reports in this section have been customized by someone at your company, and are available to all users. 
 
Built-in Reports 
Reports in this section have been included with every FIVE installation, and are available to all users. 
 
Private Reports 
Reports in this section have been customized by you, and are only available while logged in under your account. If 
you want to share a private report, see the SHARING YOUR PRIVATE CUSTOMIZED REPORTS WITH OTHER USERS section 
(below). 
 
Unsaved Reports 
Reports in this section are modified reports that are unsaved.  

2. Click the name of the report that you want to view. The report layout in the view area will change to show the 
columns, sorting, filtering, etc… of the selected report. 

Customizing Reports 

Adding Columns 

FIVE includes a lot of columns that are hidden from view by default. These include columns of automatically calculated 

fields, data-entry fields that are not commonly used, and user-definable date, text, number, currency and check box 

fields. To add a column to a report: 

1. Right-click the report header area over any column. The column options menu appears. 

2. Click  Add a new column to this report. The Column List window appears. 

3. Click the check box to select any of the columns that you would like to add to your report, and then click the Add 

button. The columns will be added to your report, and you can then resize and move them as required as described 

in the Resizing Columns and Reordering Columns sections (above). 
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Resizing Columns 

To change the width of a report column: 

1. Click and hold the mouse button down over the vertical line in the column header between the column that you 
want to resize and the column to the right of it. 

2. Drag the mouse to the left to decrease the column width, or to the right to increase the column width. 

3. Release the mouse button to finish resizing the column, or press the Escape key to cancel. 

Reordering Columns 

To change the order that columns appear on a report: 

1. Click and hold the mouse button down in the report header area over the column that you want to move. 

2. Drag the mouse to the left or right to move the column. 

3. Release the mouse button to move the column to the new position, or press the Escape key to cancel. 

Renaming Columns 

To rename any column on a report: 

1. Right-click the report header area over the column that you want to rename. The column options menu appears. 

2. In the Rename Column box, type a new name for the column and then press the Enter key to rename the column, 

or press the Escape key to cancel. 

Removing Columns 

To remove columns that you don’t want to include on a report: 

1. Right-click the report header area over the column that you want to remove. The column options menu appears. 

2. Click  Hide column from this report. The column will be hidden without requiring further intervention. 

NOTE 

If you hide a column that is required for creating new items, then you will not be able to add new rows to the 

project database until you either: 

A) Select another report that has all of the required columns visible (see the SELECTING REPORTS section), or 

B) Show all of the hidden required columns on the current report (see the ADDING COLUMNS section) 

Concealing and Publishing Columns 

By default all columns on a report will be published – meaning that you will see them on-screen and on any hardcopies 

or exported/emailed PDF files. Sometimes you may want one or more columns to appear on-screen for internal use, but 

be “concealed” from hardcopies and exported/emailed PDF files. 
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To conceal a published column: 

1. Right-click the report header area over the column that you want to conceal. The column options menu appears. 

2. Click Conceal this column. Values in the column will become italicized and be drawn in a slightly faded colour 

compared to published columns to indicate that the column is now concealed from printed hardcopies and 

exported/emailed PDF files. 

To publish a concealed column: 

1. Right-click the report header area over the column that you want to publish. The column options menu appears. 

2. Click Publish this column. The column will now appear on-screen and on printed hardcopies and exported/emailed 

PDF files. 

NOTE 

If you don’t see the Publish/Conceal options in the column menu, please make sure that FIVE revision 5.0.4045 or newer 

is installed on your computer. 

Sorting Rows 

You can change the order that rows appear on a report by selecting one or more sort columns. Sorting is persistent, 

which means that when you select sort columns for a report, it will automatically be applied the next time you view the 

report, even after restarting the program or your computer. 

To set the primary sort column, click the column cell in the report header area that you want to sort. The rows will be 

sorted in ascending order and the background will appear shaded to indicate that sorting has been enabled. 

To sort in descending order, click the same column cell in the report header area again. 

To add a secondary sort column, hold the Shift key and then click the column cell in the report header area for the 

secondary column.  This can be repeated for the third, fourth, etc… sub-sorted column. 

Example 

If you want your report to be sorted by Form Type and Number, both in ascending order: 

Click the Form Type column cell in the report header area. The rows of the report will be sorted by the values in the 

Form Type cells, in ascending order. The background colour of the cells in the Form Type column will be shaded to 

indicate that the sorting is enabled for that column. 

Hold the Shift key, and then click the Number column cell in the report header area. The rows of the report will be 

sorted first by Form Type, and then by Number in ascending order. The background colour of the cells in both the Form 

Type and Number columns will be shaded to indicate that sorting has been enabled for both columns. 

Sorting Rows by Background/Highlight Colour 

When using the row background colour/highlight feature of FIVE, it can be convenient to be sort your report so that 

rows of the same colour are grouped together.  

To sort your report rows by colour: 
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1. In the Report Action Bar, click the  Sort by row colour button. The button will become highlighted, and the report 
will be sorted by the background/highlight colour of each row (from lightest to darkest shade).  

To disable row sorting by colour: 

1. In the Report Action Bar, click the highlighted  Sort by row colour button. The icon will no longer be highlighted, 
and the report will no longer be sorted by the background/highlight colour of each row. 

NOTE 

This feature requires FIVE revision 5.0.4045 or newer. 

Filtering Rows 

Filtering is useful for limiting visible report data to rows that match arbitrary criteria. For example, you can filter a report 

so that only items that are approved will appear in an Order report, or only items from a particular contact will appear in 

a Request report. 

FIVE features two types of row filtering techniques: 

 Smart Filters 

These filters can be applied to specific columns of a report using a point-and-click interface. Any time you choose a 

report that has smart filters defined, they will automatically be applied. 

 Flexible Filters 

These filters do not get saved with the report template, and are useful for on-the-fly data mining and analysis. 

Flexible filters are defined using a specially crafted syntax that offers more power and flexibility than the Smart 

filters feature, at the cost of a steeper learning curve. 

Using Smart Filters 

Many columns support pre-defined smart filters. For example, Currency columns support filtering for cells that are less 

than $0.00, greater than $0.00 or equal to $0.00. Date columns can be filtered by cells with today’s date, yesterday’s 

date, etc... 

To define smart filters: 

1. From any Report view, right-click the column cell in the report header area that you want to assign a smart filter to. 

The column options menu appears. 

2. Point to Smart Filters, and then click one of the available filters.  

Some columns support multiple filter definitions. If the smart filter menu re-appears automatically, you can click another 

available filter to add it, or you click on another area of the FIVE window to close the menu without adding any 

additional filters. 

NOTE 

You can remove all of the defined smart filters for a column by selecting the Do not filter rows by values in this column 

option. 
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The following is a complete list of column types that support smart filters: 

Smart Filters for All Column Types 

Filter Type Filter Effect 

Do not filter rows by values in this 
column 

Disables row filtering for the selected column.  

 

Smart Filters for Date Columns 

Filter Type Filter Effect 

Today Only show rows where the date in this column’s cell is today’s date. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of July 26, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 

Today or earlier Only show rows where the date in this column’s cell is today or a past date. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 21, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the first row will be visible on the 
report. 

Today or later Only show rows where the date in this column’s cell is today or a future date. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 21, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the second row will be visible on the 
report. 

Yesterday Only show rows where the date in this column’s cell is yesterday’s date. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of July 25, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 

Yesterday or earlier Only show rows where the date in this column’s cell is a date in the past. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 21, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the first row will be visible on the 
report. 
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Filter Type Filter Effect 

Tomorrow Only show rows where the date in this column’s cell is tomorrow’s date. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of July 27, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 

Tomorrow or later Only show rows where the date in this column’s cell is tomorrow or a future date. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 21, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the second row will be visible on the 
report. 

This week Only show rows where the date in the column’s cell is during this calendar week. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of July 28, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 

This week or earlier Only show rows where the date in the column’s cell is during the current or past 
calendar week. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 21, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the first row will be visible on the 
report. 

This week or later Only show rows where the date in the column’s cell is during the current or future 
calendar week. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 21, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the seocnd row will be visible on the 
report. 

Last week Only show rows where the date in the column’s cell is during the previous calendar 
week. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of July 21, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 
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Filter Type Filter Effect 

Last week or earlier Only show rows where the date in the column’s cell is during the previous or past 
calendar week. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 21, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the first row will be visible on the 
report. 

Next week Only show rows where the date in the column’s cell is during the next calendar 
week. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of August 1, 2011 and a second one with a date of September 10, 2011, and 
the current date is July 26, 2011, then only the first row will be visible on the 
report. 

Next week or later Only show rows where the date in the column’s cell is during the next or future 
calendar week. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of July 27, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the second row will be visible on the report. 

This month Only show rows where the date in the column’s cell is during the current calendar 
month. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of June 5, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then no rows will be visible on this report. 

This month or earlier Only show rows where the date in the column’s cell is during the current or past 
calendar month. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of June 5, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 

This month or later Only show rows where the date in the column’s cell is during the current or future 
calendar month. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of June 5, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the second row will be visible on the report. 
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Filter Type Filter Effect 

Last month Only show rows where the date in the column’s cell is during the previous calendar 
month. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of June 5, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 

Last month or earlier Only show rows where the date in the column’s cell is during the previous or past 
calendar month. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of May 5, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the first row will be visible on the report. 

Next month Only show rows where the date in the column’s cell is during the next calendar 
month. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of June 5, 2011 and a second one with a date of August 10, 2011, and the 
current date is July 26, 2011, then only the second row will be visible on the report. 

Next month or later Only show rows where the date in the column’s cell is during the next or future 
calendar month. 

Example: If you select this filter, and the report has two rows, the first one with a 
date of June 5, 2011 and a second one with a date of September 10, 2011, and the 
current date is July 26, 2011, then only the second row will be visible on the report. 

Smart Filters for Currency & Numeric Columns 

Filter Type Filter Effect 

=0 (Equals zero) Only show rows where the currency value in the column’s cell is equal 
to 0. 

Example: If you select this filter, and the report has two rows, the first 
one with a value $0.00 and a second one with a value of $500.00, then 
only the first row will be visible on the report. 

<>0 (Doesn’t equal zero) Only show rows where the currency value in the column’s cell doesn’t 
equal 0. 

Example: If you select this filter, and the report has two rows, the first 
one with a value $0.00 and a second one with a value of $500.00, then 
only the second row will be visible on the report. 
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Filter Type Filter Effect 

>0 (Greater than zero) Only show rows where the currency value in the column’s cell is more 
than 0. 

Example: If you select this filter, and the report has two rows, the first 
one with a value $-500.00 and a second one with a value of $500.00, 
then only the second row will be visible on the report. 

<0 (Less than zero) Only show rows where the currency value in the column’s cell is less 
than 0. 

Example: If you select this filter, and the report has two rows, the first 
one with a value $-500.00 and a second one with a value of $500.00, 
then only the first row will be visible on the report. 

>=0 (Greater than or equal to zero) Only show rows where the currency value in the column’s cell is equal 
or more than 0. 

Example: If you select this filter, and the report has three rows, the first 
one with a value $-500.00, the second one with a value of $500.00, and 
the third with a value of $0.00, then only the second and third rows will 
be visible on the report. 

<=0 (Less than or equal to zero) Only show rows where the currency value in the column’s cell is equal 
or less than 0. 

Example: If you select this filter, and the report has three rows, the first 
one with a value $-500.00, the second one with a value of $500.00, and 
the third with a value of $0.00, then only the first and second rows will 
be visible on the report. 

Smart Filters for Checkbox Columns 

Filter Type Filter Effect 

Checked Only show rows where there is a check mark in the cell for this column. 

Unchecked Only show rows where the cell for this column is unchecked. 

Smart Filters for Contact Columns 

Filter Type Filter Effect 

Owner Only show rows where the selected contact is the contact defined as 
the Owner on the Dashboard tab. 
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Filter Type Filter Effect 

Everyone at the Owner’s office Only show rows where the selected contact works at the same office 
as the defined Owner contact. 

Everyone at the Owner’s company Only show rows where the selected contact works at the same 
company as the defined Owner contact. 

Builder Only show rows where the selected contact is the contact defined as 
the Builder on the Dashboard tab. 

Everyone at the Builder’s office Only show rows where the selected contact works at the same office 
as the defined Builder contact. 

Everyone at the Builder’s company Only show rows where the selected contact works at the same 
company as the defined Builder contact. 

Designer Only show rows where the selected contact is the contact defined as 
the Designer on the Dashboard tab. 

Everyone at the Designer’s office Only show rows where the selected contact works at the same office 
as the defined Designer contact. 

Everyone at the Designer’s company Only show rows where the selected contact works at the same 
company as the defined Designer contact. 

Contract Administrator Only show rows where the selected contact is the contact defined as 
the Contract Administrator on the Dashboard tab. 

Everyone at the Contract 
Administrator’s office 

Only show rows where the selected contact works at the same office 
as the defined Contract Administrator contact. 

Everyone at the Contract 
Administrator’s company 

Only show rows where the selected contact works at the same 
company as the defined Contract Administrator contact. 

<Your e-mail address> Only show rows where the selected contact has your e-mail address 
as the currently registered user. 

Example: If you select this filter, and then currently registered user’s 
e-mail address is user@statslog.com, then every row where the 
selected contact has an e-mail address of user@statslog.com  will be 
shown. 

mailto:user@statslog.com
mailto:user@statslog.com
mailto:user@statslog.com
mailto:user@statslog.com
mailto:user@statslog.com
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Filter Type Filter Effect 

Everyone @<yourdomain.com> Only show rows where the selected contact has the same domain 
portion of their e-mail address as the currently registered user. 
Example: If you select this filter, and the currently registered user’s 
e-mail address is user@statslog.com, then every row where the 
selected contact has an e-mail address containing @statslog.com 
will be shown. 

Everyone not @<yourdomain.com> Only show rows where the selected contact has the a different 
domain portion of their e-mail address than the currently registered 
user. 
Example: If you select this filter, and the currently registered user’s 
e-mail address is user@statslog.com, then every row where the 
selected contact has an e-mail address that does not contain 
@statslog.com will be shown. This is useful for showing rows with 
contacts from companies other than your own. 

Smart Filters for Form Type Columns 

Filter Type Filter Effect 

<List of available form types> Only show rows where the cell matches the selected form types. 

Example: If you have three rows where the first row has a form type of 
CO, the second row has a form type of AEC and the third row has a form 
type of CAD, then the smart filter menu will have options for each of 
those form types. If you select CO and CAD from the smart filter menu, 
then only the first and third rows will be visible on the report. 

 

Smart Filters for Fixed-List Columns 

Filter Type Filter Effect 

<List of available cell values> Only show rows where the cell matches the selected cell values. 

Example: If you have three rows where the first row has a value of 
Adjust Contract Value, the second row has a value of Draw from 
allowance and the third row has a value of Expend from contingency, 
then the smart filter menu will have options for each of those cell values. 
If you select Adjust Contract Value, then only the first row will be visible 
on the report. 
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Using Flexible Filters 

Flexible filters are a powerful tool for data-mining and analysis. Flexible filters are not persistent, which means that they 

aren’t saved with the report. The purpose of flexible filters are to help you quickly filter report rows based on arbitrary 

criteria that is either complex, or a “one-off”. 

Flexible filters are created by typing specially crafted filter text into the flexible filter box. By default, the flexible filter 

box is hidden. To show the flexible filter box, press Ctrl+F while in Report View. When the flexible filter box is visible, 

every column will also be automatically assigned a letter from the alphabet, from A-Z, from left to right, as seen below: 

Figure: 

 A. The flexible filter box is visible at the top-right 

corner of the report, just above the column 

header.  

B. Each column in the header area is labeled with 

a letter from A-Z, left to right. These letters are 

used to reference columns in your flexible filter 

text. 

Flexible Filter Syntax 

Flexible filters are made up of one or more filter elements. Each filter element must be formatted to match the following 

rules: 

 At a minimum, every filter element starts with a column letter that identifies the column that the filter will be 

applied to.  

 The column letter is then followed by either a comparison operator (such as =, >, <, etc...), the list opener identifier 

([), the negation operator (!), an element separator character (;), or nothing. 

 If the column letter is followed by a logical operator, then it must be followed by filter criteria. This criteria will be 

matched against the cell text for the column identified by the column letter, for each row. When the cell text 

matches the criteria, the row will be made visible. When the cell text does not match the criteria, then the row will 

be hidden from the report. For text columns, the filter criteria text supports wild card comparisons using the * 

(asterisk) character. Examples: a=text* matches each row where the text in column A starts with the word text. 

b>0 matches each row where the value in column B is a number greater than zero. 

 If the column letter is followed by the list opener identifier, then it must be followed by a semi-colon separated list 

of filter text items and the list closure identifier (]). These items will be compared against the cell text for each row, 

and if a match is found for one or more of the filter text items, then the row will be visible, otherwise it will be 

hidden. Example: a[cad;co] matches each row where the text in column A is cad or co. 

 If the column letter is not followed by anything, then it must reference a check box column. In this case, all rows 

where the check box in the column has been selected will be visible.  

 In all cases, the column letter can be followed by the negation character (!, exclamation mark) to reverse the results 

of the match. Examples: a!=text* matches each row where the text in column A does not start with text. b! 

matches each row where the check box in column B has not been selected. 
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Flexible Filter Syntax Example 

Please review the following Orders report: 

 

Imagine a phone call from the project owner who requests a list of all of the Change Orders issued in the month of May 

2011 that were related to anything involving a problematic underground tank. Flexible filters are ideal for producing a 

report that only shows data matching this kind of complex criteria. To filter this report as required: 

1. Press Ctrl+F to show the flexible filter box. Notice that each report column now has a letter from A-Z displayed 

before the title: 
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2. In the type here to filter report rows box, type a=change order. The report will be filtered so that only rows 

where column A (Form Type) are displaying the text change order. 

 

3. Type ; (semi-colon) to denote the start of another filter element. 

 

4. To limit the date to items in May 2011, type c=may*2011. The report will be further filtered to only include items 

with a issue date on any day in May 2011: 

 

5. Type ; (semi-colon) to denote the start of another filter element. 



Page 19 
 

6. To limit the title to items related to the tank, type d=*tank*. The report will be further filtered to include only 

items with a title that contains the text tank: 

 

The final example filter text is:  

a=change order;c=may*2011;d=*tank* 

The report has now been filtered so that only the rows where the cell values in columns A, C and D that meet the 

supplied criteria are visible. The filtered report can now be printed, sent as an e-mail attachment or exported as a PDF 

file just like any other FIVE report. 

Sharing Your Private Reports With Other Users 

After customizing a report using any of the methods described in the CUSTOMIZING REPORTS section (above), the new 

layout will only be available while logged in under your user account. If you want to share your customized report with 

other users, you must save it as follows: 

1. In the Report Actions Bar click the  button, and then click  Save Report As. The Save Report As window 
appears. 

2. In the Report Name box, type a name for the report, and then click the  Save Report button. If a report with the 
same name already exists, then you will be prompted to confirm that you want to replace the existing layout with 
the new one. If the new report name is unique, then the report will be saved. 

Once you have saved the report, it will be available to all of the users with access to the program in the Shared Reports 

section of the Report Actions Bar report list. 


