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Home Products Services Clients About Contact News Log-in

Mtivity is a user friendly, web-based marketing
and print management tool which makes the job of

a marketing manager, printer, print buyer or studio
head easier by saving time, speeding up processes,
reducing costs and ensuring brand control.

Home Products Services Clients About Contact News

Please enter your Username and Password

below BERcCCEEs Yol accaunt To access reports, Log In to Mtivity

Username:

Password:

Log-in

Forgot your Username or Password?
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HOME JOBS REPORTS PURCHASE ORDERS 1) From your Home Page after
Log-in, Select Reports from the
Find a Job Create a Job NaVIgatlon bar.

Type a Job Name or Humber

Search... (N New Job

* New Contact
® Mew Task
* New Decision

You have... Jobs by Status
No Jobs due today 56 Order Received
No  aActivities due today 2 Mew

2) This will be a list of options to select from.

3) Choose Current Catalog Orders for this report.

DASHEQARD JOE BAG ADDRESS BOCK PERSOMAL SETUP SUFFORT HELP LOGOUT

J0BS REPORTS PURCHASE ORDERS REPORTS
Group --Al-- =
REPORTS ‘Welcome,
Hame &

Group --Al-- - -\, Search i

Hame A Description Group Private Created By Created On @i Current Cat BJ'DEUE' Orders
@ Current Catalogue Orders System System 27 Sep 2004 search... -y
I/ Time Utilisation
! Time Utilisation System System 20 May 2004
Show -- Ml-- w records per page 47 Tools Show -- Al -- - records per page

* Run Report

* New
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You will be shown a list of the catalogs from which you can select.
DASHEDARD | JOE BAG | ADDRESS BODK | FERSONALSETUF | ADMIN
HOME JOBS REPORTS PURCHASE ORDERS
CURRENT CATALOGUE ORDERS Welc
* ues A - | *Country(s T - | 7|
Cetalogucts) country) Afghanistan B Jb
Albania » Ba
Hgeria
Q Andorra _]
Angola -
Antigua and Barbuda » e
Argentina
Armenia *C
- Australia -
Ordered From B Oy Item Type @ M7 Group Buy”Non Group Buy
Ordered To R O @A Open Closed
Run Repurll
Your timezone is currently set to [GMT) Greenwich Mean Time : Dublin, Edinburgh, Lisbon, Lenden . The time is now 14:29 .
CURRENT CATALOGUE ORDERS ebruary 2010
@ | < Today > | o=»
. * Catalogue(s) M- n Su Mo Tu We Th Fr 3a
1) Select the Catalog you wish to run the report on - N
from your list that will be here. : LoEyE S
Mon, 14 Feb, 2010
2) Select your From and To Date — these are inclusive. = |
Ordered From Wy Item Type @y
Ordered To =y @y
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DASHEDARD: | JOE BAG | ADDRESS BDOK | PERSDMAL SETUR

JOBS REFORTS PURCHASE ORDERS

URRENT CATALOGUE ORDERS

catalogue(s) AL 3 * Country(s) ECE - |

Afghanistan EM

Abania
Ageria
oo o
Angola
Antigua and Barbuda
Argentina
Armenia
- Australia -

Ordered From 1 Feb 2010 ltem Type @ 47 Group Buy"'Man Group Buy

@ Open Closed
Run Repurtl

Ordered To 25 Feb 2010

=
=

% %]

T oTUOR OOy

Run Report |

pndon . The time is now 14:29 .

1) Ignore the country field.

2) You must now select Run Report, in the lower right hand corner.
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The Run Report button will generate the report, based on your selections, on your screen to view.

1) To download a copy of this Report to your local

machine, Click the Export to CSV file button. a Export tocsy|

Opening ExportData.zip | = |

You have chosen to open

B ExportDatazip 1) You will have the option to Open or Save. Save will
;"h'm s 2 Compressed (sipped) Folder e automatically save the file as a Zip file, for speed of
rom: https://web2.mtivity.com

What should Firefox do with this file? download'

(") Open with WinFAR.ZIP (default) - .
P I I 2) Once Saved, you will be able to open the

@ 5 Fil i
o) SaveFile document in Excel for use, shown below.

Do this automatically for files like this from now on.




