[image: ]Septic Tank Report
Job Aid
Owner/ Department: ZAF – Human Resources                                     
Double Click on icon on desktop:
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Description automatically generated with medium confidence]
[image: Graphical user interface

Description automatically generated]
Click OK
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Insert Password – 143Jesus
Click OK
Click on reports
[image: Graphical user interface, application

Description automatically generated]
Click on New Report:
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Click on Next
Highlight All Departments except Kathu Staff. 
Do not include individual employee Names.
[image: Graphical user interface

Description automatically generated]
Click on >. 
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Description automatically generated]
This will move the departments to the right side.
[image: Graphical user interface, application

Description automatically generated]
Click on Next
[image: Graphical user interface

Description automatically generated]
Select all Readers and click on >
[image: Graphical user interface, application

Description automatically generated]
This will move the readers to the right side.
Click Next
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Click on Custom date range. Choose dates from and to.
Septic Tank reports are pulled every Friday. The report will run from previous Friday to Thursday. Eg 16/09/2022 to 22/09/2022.
Click Next.
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Name the report under Title: Septic Tank 16.09.2022 to 22.09.2022
Click on the drop down by Report Group and choose Septic Tank:
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Click Save
[image: Graphical user interface, text, application

Description automatically generated]
Click on Septic Tank folder under Reports:
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Double click the report you have just saved on the right-hand side.
[image: Graphical user interface, application, Word

Description automatically generated]
Click on Export Report:
[image: Graphical user interface, application, table

Description automatically generated]

Export report to file:
HO Drive – HR2 – Brentwood Park – Access Tag Reports
[image: Graphical user interface, application, Word

Description automatically generated]

Name file name as Septic Tank – 16.09.2022 to 22.09.2022
Click on Save
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Go to blank Excel sheet, click open
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Browse to where you have saved the report:
HO Drive – HR2 – Brentwood Park – Access Tag Reports – Select All Files

[image: Graphical user interface, application, Word

Description automatically generated]
Choose file Septic Tank – 16.09.2022 to 22.09.2022.
Click open
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Select A1 to F1 – click Bold
Control shift arrow down to select all information
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Choose all borders

[image: Graphical user interface, application, Word

Description automatically generated]
Insert Pivot Table:
[image: Graphical user interface, application, Word

Description automatically generated]
Click OK:
[image: Graphical user interface, application, table, Excel

Description automatically generated]
Click on User:
[image: Graphical user interface, application, table, Excel

Description automatically generated]
Highlight all names and check total count:
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Type total count (251 next to grand total:
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Description automatically generated]
File Save as Excel Workbook:
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Description automatically generated]
Click Save
[image: Graphical user interface, application

Description automatically generated]
Click on Share:
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Description automatically generated]
Click on Excel Workbook:
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Email will open, send to Monique Anderson
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Sepic Tank - 2312021 to 29,1 2021 V2 Septic Tank 16.09.2022 to 22.09.2022

Septic Tank - 24.05.2022 to 26.05.2022 Date/time User Details Event Department ‘Where
Septic Tank - 24.06.2022 to 30.06.2022 22/03/2022 23:56:43 More, Solomon Access permitted - token only Clearing Downstairs Door (Out)

Septic Tank - 24.08.2021 to 30.08.2021 22/09/2022 235350 Pillay, Kuben Access permitted - token only Tracking Tracking Office (Out)
Septic Tank - 25.01.2022 to 31.01.2022 22/09/2022 2346:42 Seleke, Sydney Access permitted - token only Clearing Downstairs Door (In)
Seplic Tark - 26,04 202210 02.05.2022 22/08/2022 23:45:33  Pillay, Kuben Access pemited -token only Tracking Tracking Offce (in]
Seplc Tenk - 26.08.2022 o 01.05.2022 22/09/2022 234245 More, Solomon Access permited - token only Clearing Downstairs Door (In]
Seplic Tank - 27.05.2022 to 30.05.2022
Sopiis Tark . 27.07 2021 o 02.08.2021 22/09/2022 234217 Seleke, Sydney Access pemited - token orly Clearing Downstairs Door (Dut)
Sepic Tark - 28.04 2022 to 05.05.2022 22/09/2022 23:38:37 Wison, Reginah Access pemited - token orly Clearing Downstairs Door In)
Septic Tark - 28.09.2021 to 04.10.2021 22/09/2022 23:36:37 Rakane, Lesego Access permited - token only Tracking Tracking Offce (in)
Seplic Tank - 28122021 10 03.01.2022 22/09/2022 23:3455 More, Solomon Access pemited - token orly Clearing Downstairs Door (Out)
Septic Tank - 29.03.2022 to 04.04.2022 22/09/2022 23:34:37 Wison, Reginah Access pemited - token orly Clearing Downstairs Door (Dut)
Septic Tank - 29,07.2022 to 04.08.2022 22/09/2022 23:3218 Rakane, Lesego Access permitied - token only Tracking Tracking Office (In)
Septic Tank - 30,08.2022 to 01.03.2022 22/09/2022 23:30:27 Raikane. Lesego Access pemited -token only Tracking Tracking Office (Out)
Seplic Tank - 31.05.2022t0 02.06.2022 22/09/2022 23:27:37 Hammer, Fdelcious Evodia Access pemited - token only Cleaiing Downstairs Door (Dut)
:::z 1:: :L";gﬁl :“f:'z?;w 22/03/2022 232632 More, Solomon Acsess pemited - token only Cleating Downstais Door In)
Soptic Tark - Nomog - 231 2021 10 231 2021 22/09/2022 23:23:20 More. Solomon Access pemited - token arly Clearing Downstairs Door (Out)
Sepic Tark 01.03. 2022 o 07.03 2022 22/09/2022 231337 Kenny, Eleandre Access pemited - token arly Clearing Downstairs Door In)
Septic Tark 02.11.2021 to 08.11.2021 22/09/2022 231229 Kenny, Eleandre Access pemited - token orly Clearing Reception to Passage (in
Seplic Tark 03.06.2022 o 06.06.2022 22/09/2022 231221 Kenny, Eleandre Access pemited - token orly Clearing Reception Door (0u]
Seplic Tark 09.09.2022t0 15.09.2022 22/09/2022 230927 Rakane, Lesego Access permited - token only Tracking Tracking Offce (in)
Septic Tank 09.11.2021 to 1511.2021 22/09/2022 230807 Kenry, Eleandre Access permitted - token only Clearing Reception Door (In)
Seplic Tank 1 22/09/2022 230801 Rakane, Lesego Access pemited - token only Tracking Tracking Offce (in)
Septic Tark 1611.2021 to 2211.2021 ¥ |22rmar2022 230757 Kenry, Eleandre Access pemitted -token orly Clearing Recepton to Passage (Oul)
22/09/2022 23.07:38 Kenny, Eleandre Access pemited - token arly Clearing Downstairs Door (Out)

22/09/2022 23:06:34 Mulaiwa, Reuben Invalid access Access denied - invalid token SWAZ Reception Door (Out]
22/09/2022 23:06:22 Mulaiwa, Reuben Invalid access Access denied - invalid token SWAZ Reception Door (Qut]
22/08/2022 23:01:18 Seleke, Sydney ‘Access permitted - token only Clearing Downstairs Door (In)
22/08/2022 23:00.53 Zulu, Gugu ‘Access permitted - token only Clearing Downstairs Door (Out)
22/08/2022 23:00.13 Seleke, Sydney ‘Access permitted - token only Clearing Reception to Passage (In)
22/08/2022 23:00.06 Seleke, Sydney ‘Access permitted - token only Clearing Reception Door (Out]
22/08/2022 22:53.23 Moabi, Kgomotso ‘Access permitted - token only Clearing Downstairs Door (In)
22/08/2022 22:5310 Raikane, Lesego Access permitted - token only  Tracking Tracking Office (Out)

22/08/2022 22:57:12 More, Solomon ‘Access permitted - token only Clearing Downstairs Door (Out)
inamnm ME27 M .
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