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Class – Help Document

How to produce a report to show what agents are sending the most number of students

Create an ‘Enrolment-General’ Quick Report
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Enter your required date filter and date range.

Add the fields as shown below.

Sorting -

1st sort = Agent Name

2nd sort = Enrolment Duration Weeks Rounded (untick Ascending)
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Select SEARCH

This will display the Results page.
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Select SEND TO EXCEL

· Go to the ‘SUB TOTALS’ tab.

· Set as below.  

· Tick Duration - this might be displayed as ‘Enrolment Duration Weeks’
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Select OK

This will send the results to an Excel spreadsheet sorted by agent name and then by the duration of each student booked with that agent with the longest students duration first. 

[image: image5.png]E.

LR ] . — o & L | =
Agent Enrolment Duration Weeks Rounded 1D Surname First Name Arrival
*Direct (EURO) 4 1012 Kilmer Roger 06/04/2013
*Direct (EURO) Total a
“Direct (GBP) 2 1007 Garino Marta 30/03/2013
“Direct (GBP) 4 69 Akimine Yuri 05/05/2013
“Direct (GBP) 4 139 Burgermeister Silvia 11/08/2013
“Direct (GBP) 4 2Kim Hyemi 14/09/2013
“Direct (GBP) 4 190 AlHabsnd  Sultan Mohd S.A. 19/10/2013
“Direct (GBP) 10 1050 dated 2 debt 02/06/2013
“Direct (GBP) 22 147 Nakayama  Seiko 06/07/2013
“Direct (GBP) 26 1048 limerick carol 23/06/2013
“Direct (GBP) 40 1049 Fadenz Roberta 04/03/2013
*Direct (GBP) Total 116
AA Japan (£) 1 1005 Buecher craig 02/03/2013
AA Japan (£) 2 1016 Almiare shuki 02/06/2013
AA Japan (£) 2 1017 Almiare Shara 02/06/2013
AA Japan (£) 2 1018 Ricarrie Shano 02/06/2013
AA Japan (£) 21019 Shuuk shuki 02/06/2013
AA Japan (£) 21020 shulu Resa 02/06/2013
AA Japan (£) 2 1029 Jones. Sue 02/06/2013





Click on the “2” in the left column.

This will show each agent with the total duration of all students booked with the agent, based on the date range selected.
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