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REPORT NAVIGATION 
In This Document: 

Gain an understanding of the reporting function. 
Learn how to edit reports. 

Learn how to adjust reporting parameters. 
 Discover how to generate PDF and Excel reports with Soluno®. 
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THE REPORTING FUNCTION 

Before learning how to navigate the reporting options in Soluno, let’s first understand how the reporting 
function works.  

Go to the VIEWS AND REPORTS icon (pictured below) to select a report to view. 

  

The final report will look the same as the report that is displayed on your screen. Please note that this 
screen uses LIVE DATA; meaning you can drill down, edit, or delete entries (depending on rules in the 
system, or security settings).  

EDIT A REPORT ENTRY 

 

 

You can expand and edit the data for each entry by either clicking on the EDIT icon (pictured below) 
located on the far right of each row, or by double-clicking on the entry itself. 

  



 

2 

 

 

If you wish to undo all the changes to your entries, simply click the CANCEL button and you will be taken 
back to the original, unchanged report. 

After you are satisfied with the changes to your entries, click on the SAVE button. You will be notified if 
there is something preventing the system from making the adjustments. If the changes go through, you 
will be returned to the report view.  

Once your changes are saved, a banner will be displayed at the top of the report which gives you the 
option to REFRESH. To see the changes made to any entry, you must click on the REFRESH button.  

  

 

 

The refresh prompt will change color to indicate the last time a refresh was completed. The date of the 
last refresh is also displayed for those who are unable to see or differentiate between colors. 
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Color Time Since Last Refresh 

Green less than 15 minutes 

Blue less than 60 minutes (1 hour) 

Purple less than 240 minutes (4 hours) 

Yellow less than 1440 minutes (24 hours) 

Orange less than 2880 minutes (48 hours) 

Red greater than or equal to 2880 minutes (48 hours) 

 

BUILD A REPORT 

To begin creating a new report, click on the VIEWS AND REPORTS menu option. The submenus you select will 
depend on the type of report you want to generate. The Reporting Directory document outlines the pathway to 
follow for all available reports.  

Once you have navigated to your desired report, click on the drop-down arrow to begin.  

 

A window will appear showing all of the options and filters that can be used to tailor the report. First, click in the VIEW 
selection box to choose the report you need from an available drop-down list. The rest of the fields on this screen allow 
you to further customize the information you want to display: date range, account and entry number are among the 
many filters you can specify to get the view you want. The possible options and filters differ depending on the 
report you want to create.  

To view the filter options available under each heading, click on the line below it and make a selection. To 
enter a date filter, you can either double click on the date field to use the calendar or type in the date 
manually. Soluno will accept dates in several formats. 

Example: April 1, 2020 can be entered as 04/01/20, 01/04/20, Apr 1/20, Apr 1, or 1 Apr  

The sample screen below is for Operating Bank Journal. 



 

4 

 

 

For more details about the contents of each report please refer to the associated Reporting document. 

GENERATE TO SCREEN 

In some instances, you may wish to view your report onscreen before taking any other action. This can be 
useful if you need to confirm information or if you do not intend to export the report to any other output 
format.  

In order to examine your report onscreen, you need to ensure that all required parameters have been selected. Then, 
click into the GENERATE TO selection box and choose Screen from the available drop-down list.  

 

Note: Soluno generates to screen by default. 

Click on the PLAY icon to generate the view of the report. If you wish to halt this request and leave the report selection 
screen, click CANCEL. 
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Once you have completed your review, you have the option to export what is on your screen to another 
format. To do this, select from the available icons at the top right corner of the report display window. 

 

Soluno will send the report to the selected program. When the report has been generated you will 
receive a notification at the bottom of the screen allowing you to either OPEN, SAVE or CANCEL the 
report.  

EXPORT DIRECTLY TO FILE 

If you wish, you can bypass generating your report to the screen and export it immediately. To do this, select the 
output format you require by clicking in the GENERATE TO selection box and choosing from the drop-down list. You 
have the choice of PDF, PDF Attachment, Excel and CSV formats.  

 

When the PLAY icon is clicked, the report will be generated and sent directly to the selected program. You will 
receive a notification at the bottom of the screen allowing you to either OPEN, SAVE or CANCEL the 
report. 

 

EXPORT TO PDF 

Note: Depending on the browser, these operations present differently. 

Edge: 
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 Chrome: 

  

Soluno will also capture the report with the notifications function. By clicking on the NOTIFICATION icon 
(pictured below) you can view all reports, invoices or shared documents that have been created. 

  

 

Generated reports are listed under the MY DOCUMENTS tab. Click the title of the report to open the 
document.  

 

If needed, you can edit the description and permission parameters of the report using the EDIT icon. You 
can also delete the report using the DELETE icon. 
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EXPORT TO PDF ATTACHMENT 

 

Soluno will consolidate all pdf files from this report into one pdf file.  

Example: a bank journal with several check pdf attachments. 

In this instance, a single pdf file is created which contains copies of all the checks which were listed on the bank journal 
report. 

EXPORT TO EXCEL 

Note: Depending on the browser, these operations present differently:  

Edge: 

 

Chrome: 

 

The report can be found under NOTIFICATIONS: 
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EXPORT TO CSV 

Note: Depending on the browser, these operations present differently:  

Edge: 

 

Chrome: 

 

The report can be found under NOTIFICATIONS: 
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