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LTAPPS Approval Hub

LTAPPS Approval Hub is a software solution that allows users to create, manage, and share approval requests from a centralized

platform

Overview

LTAPPS Approval Hub is a software solution that allows users to create, manage, and share approval
requests from a centralized platform. Approval requests are documents or tasks that require the
consent or authorization of one or more approvers before they can be executed or completed. Examples
of approval requests include purchase orders, expense reports, leave requests, contracts, invoices, and

more.

LTAPPS Approval Hub app can benefit both employees and managers by simplifying the process of
requesting and approving the request, reducing errors and delays, increasing transparency and

accountability, and improving employee satisfaction and productivity.

Define the sale process to track the activities with the customer from having an appointment to the final

settlement

https://Itaddins.com +84 946 579 539 support@Itaddins.com



S) (] L1aPPs Approval Hub Home Avout

e}

Approve - CAPEX

® Progress Steps
O v
®

D Employee Department

@ CAP000023 @  Adele Vance !
Project Name
Start Date End Date

0

Project De

# Asset Type Description Amount

1 Computer Software Approval Hub & D365 500

2 Others Implementation

30000
30500

Payment

# Payment Date Estimate Payment Amount Estimate Payment %

1 January 26, 2024 10000 30

2 February 26, 2024 20500 70

30500

Approver

& e wiber

Can use the app via desktop, mobile, web app, or platforms such as 0365 apps, SharePoint, or Microsoft

Teams.

Open the App

You are able to open the app via:

e SharePoint
e MSTeams
e (0365 Apps

Via SharePoint
Follow the steps below:

e Open the 0365 portal: https://www.office.com/?auth=2

e Login with the Microsoft Account

e Open the SharePoint site where the app is installed.

e Open the SharePoint page where the web part is installed.

Via MS Teams
Follow the steps below:

e Open the MS Teams Desktop or MS Teams on the browser.

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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e  Click on the Apps icon in the left navigation > Click on the Built for Your Org link. Then select the

LTAPPS Approval Hub app.

eoe < Q search
O apps
e Built for your org
o search Q Created and approved by your organization's technology team
shins
73} LTAPPS Booking LTAPPS Timesheet
a0 © o A
B e N B e sormumne co.imo @ o cour

Built with Power Platform

o) Bilt for your org

Featured
LTAPPS Approval Hub Open
Popular on Teams LTAPPS SOFTWARE CO,LTD

Works with Copilot A software system that allows users to reserve and manage the Requ
What's new booking requests configured
Best selling Buil for your org Bult or your org
Top picks

R RS Leave Request by LTAPPs open

LTAPPS SOFTWARE CO,LTD

Manage workspaces
1, track, approve the requested. Easy to use, configuration

Ao Categories

Built by Microsoft

e Then click on the Open button.

LTAPPS Approval Hub
LTAPPs SOFTWARE CO. LTD
©r
ss & G O

Overview Permissions

Via 0365 Apps

Follow the steps below:

app that works with SharePoint & Microsoft Teams

T\ Multi Approval Process...
LTAPPs SOFTWARE CO.LTD

rack, approve and manage the requested. Easy to use,

LTAPPS Time Off
o T
e | @ o o

Staff Check In-Out

Open
TAPPS SOFTWARE CO.LTD

Che
configuration

Buil for your org

e Open the 0365 Apps desktop or open the 0365 portal on the browser.
e Click on the Apps icon in the left navigation > Click on the LTAPPS Approval Hub app icon under

the Use Across Teams, Outlook, and Microsoft 365 section.

e If the app doesn’t show under the Use Across Teams, Outlook, and Microsoft 365. Click on the

Get more Apps button.

) > €  TheOffice app is becoming the new Microsoft 365 app, your home to find, create, and share your content and ideas. Learn more

o | % o e

Word Excel PowerPoint Outlook OneDrive

e Select the Built for Your Org link > Select the app.

Microsoft 365 L Search

Home Apps

@ Search Q

Create

Get more done with apps
i} {8 Apps ~
R Add your favorite apps and find new ways to work smarter

@7_‘ Built for your org together.

Feed

Featured

a Popular

Apps

“3 Categories

. Built for your org
Ad
o CETET) Created and approved by your organization's technology team
Project management
Outlook Social LTAPPS Approval Hub
P LTAPPs SOFTWARE CO.,LTD
$ Communication

e Then click on the Open button

https://Itaddins.com +84 946 579 539

Get more Apps

OneNote

support@Itaddins.com

out, track & manage the clock in & out. Easy to use,

- 2 schk’a

= Filter

Open



\
[\ \

Our Solutions Your Success

LTAPPS Approval Hub
LTAPPs SOFTWARE CO.LTD

Works across @ &

Overview Permissions

Submit the Request

" 5 LED00000T

LTAPPS Approval Hub Home About @]
A Home Submit - CAPEX X
Progress Steps
(GHome  F=MyRequests [ MyTask(3) [ My Appr¢ Requester Line Manager cFO cEo
Submitting.
— General Info
! ! Employee Department
Detail 1D Employee @ Adele vance [ -
3 4 FIS000015
2 2 DEE000014 Project Name Budgeted
Enter text here @ ) No
5
Start Date * End Date *
@ {3 CAP000006 . B
! Enter a date here Enter a date here (]
A & BUP000008
- Project Description
.
3 [ CNT000011
- ) Attachments
. @ PAY000018 Add Attachment
Details
2 9 CAR000017
- # Asset Type Description Amount
a & ADV000016
: + New
7 D BID000010
G Payment
2 £ CON000007 # Payment Date Estimate Payment Amount Estimate Payment %
A £ HDF000005 + New
2 s REC000002 Process
o Approver
2 © 0TF000003
A 59 CPRO00013 Actions

Follow the steps below:

e |nthe Home or My Request pages, click on the Submit a Request button.

~+ Submit a Request

e Orif the form is a sub-form, open a main request, the click on the Submit a Request

https://Itaddins.com

+84 946 579 539

support@Itaddins.com
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View - Leads

1D

<0: LED0O00001

Customer
Client Service Department

Details
Test

Attachments

Progress Steps

Requester Line Manager
v v
Adele Vance y’ Adele Vance
Submitted at Decemb. Approved at Decemb.
General Info
Employee Department
@ Adele Vance IT

EERIIEY IS S8 Consultation Request [ Business Project [IESS

&8 Consultation Request
g [Eb Business Project

FF Contract Estimation
1

[ Bidding Documents Request

5 [ Contract

Request Form

nployee Status

Type
Jele Advance

Pending Approval

ince Payment
Jele

Final Settlement Finished
ince

e Inthe request form in the right panel,
o Select the department (The system auto-populates if your profile is set in the employee

list)

o Input all fields
o Click on the Add Attachment link. In the popup that appears, select the file that you

want to add.

Submitted
Date
December 27,
202310:27
December 25,

202317:37

X

2 Details

Approved

Date

December 25,

202317:42

e If you don’t want to submit the request yet, click on the Save Draft button.
e Choose the next approver & click on the Submit button.

https://Itaddins.com

+84 946 579 539
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Approve/Reject the Request

LTAPPS Approval Hub Home About @]
A Home Approve - CAPEX X
Progress Steps Z Details
( Home §= My Requests ™ My Task (3) My Appr¢ Requester Line Manager CFO CEO
v
Adele Vance &% Diego Siciliani
) Reject Al [F) Approve Al Submitted at Decemb. s Approving.
General Info
1 1D Employee Department
CAPO Adele Vance IT
Detail ID Employe i e
] ) ADV000024 nf Project Name Budgeted
Integration Approval Hub & CRM Yes
2 AP00002: Adele Van|
° (& CICAL000023 | Start Date End Date
December 26, 2023 April 26, 2024
I > TRA000022 n
- Project Description
Sync the data between Approval Hub & D365
Attachments
Project Plan.xlsx
Details
# Asset Type Description Amount
1 Computer Software The licenses for Approval Hub & D365 500
2 Others Implementation 30000
30500
Payment
# Payment Date Estimate Payment Amount Estimate Payment %
1 January 26, 2024 10000 30
2 February 26, 2024 20500 70
30500
Process
Comment
Approver

lﬁ Alex Wilber X

Submitted at December 26, 2023 & Last Updated at December 26, 2023

Follow the steps below:

e Open the app, and switch to the My Task tab.
e In the List View, click on the View icon under the Detail column.

() Home #= My Requests ™ My Task (3) E My Approval il Dashboard {3 Leads
) Reject All ) Approve All
Q Search
Detail ID Employee Department Submitted Date
2 Adele Vance T December 27, 2023 10:27
o 3 Adele Vance IT December 26, 2023 12:53
= o TRA000022 Adele Vance Im December 26, 2023 12:32

e Inthe Approval form of the right panel

e Review the request.

https://Itaddins.com

+84 946 579 539

support@Itaddins.com
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o Click on the Detail button at the right of the Progress Steps section to check more
details of the information process.

Approve - CAPEX X
Progress Steps
Requester Line Manager CFO CEO
v
/e Adele Vance & Diego Siciliani
Submitted at Decemb. ¢ Approving.

e Input the comment.
e C(Click on the Approve button if the request is okay for you.
e C(Click on the Reject button if the request needs to be updated.

For quick approval of the request without the comment, follow the steps below:

e Inthe List View, select the requests you want. Then click on the Approve All / Reject All buttons.

(MHome  E=MyRequests ™ MyTask(3) [ MyApproval g Dashboard {3 Leads
F) Reject Al ) Approve All
[ @ searcn
Detail  ID Employee Department Submitted Date
V¢
2 £5 ADV000024 Adele Vance I December 27, 2023 10:27
(&
2 3 CAP000023 Adele Vance T December 26, 2023 12:53
(&

e If you approve more than 2 requests, a popup will show.

E Approve

# ID Employee Status Note

1 &3 ADV000024 Adele Vance v
Al 2 CAP000023 Adele Vance v
kI - TRA000022 Adele Vance O

e If the request requires to select the next approvers, a popup will show.

[0 Select Approvers X

Select Approvers

|ﬁ Alex Wilber X | |
=3

Delegate task

Follow the steps below

e Inthe Approval form, click on the Delegate button.

‘ X Close ‘ [ Delegate [ Approve

e Inthe delegate popup, select the person to whom the task delegates to.

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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e} Delegate X

Assign To

I! Patti Fernandez X I

e Click on the Delegate button.

The administrator also can delegate the task from another to another. Follow the steps below:

e On the app, click on the All Features button > Click on the Searching card.

Q @ @ €

Searching The Reports Categories Settings

Filter the requests Al reports Manage the master data such as the Setting up the form, view, workflow,
employees, departments,

®

App Info

Introduce the app & guide documents

e Find the request that you want to delegate the task. Click on the ... icon > Delegate.

Request Form Type ‘ None ~ ‘ v ‘ Department ‘ None v ‘ ‘ v ‘

Empioyee [oe ]| | customr e ]| g

Parent Request ‘ None v ‘ v ‘ Submitted Date ‘ None v ‘ l Enter a date here l
Q_ search

Q search ‘

Detail D Employee Department Request Form Type Parent Request Status

I} E 3 CAP000023 Adele Vance I CAPEX Pending Approval

] 5~ Open Adele Vance T Advance Payment % LED000001 Pending Approval

[ Delegate
I} Adele Vance 7 Travel Request Pending Approval

@ Get Link

G Adele Vance T CAPEX Rejected
W Delete(Sys Admin only)

] & Version Histories Adele Vance I CAPEX Pending Approval

e Inthe delegate popup, select the person to whom the task delegates.

[} Delegate X

Assign To

|.‘ Patti Fernandez X |

Close Delegate

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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Submit on behalf of the employee

Submit - CAPEX X

Progress Steps
Requester Line Manager CFO CEO

yt_ Diego Siciliani
V& Submitting

General Info

Employee Department

| Diego Siciliani v IT v

Diego Siciliani

Adele Vance Budgeted

@ ) No

Alex Wilber

Start Date * End Date *

Enter a date here

Enter a date here ®

Follow the steps below:

e On the home page, click on the Submit a Request button.

e |nthe Employee dropdown field, select the employee you want to submit on behalf.
e |nput the info.

e C(Click on the Submit button.

Note: The number of employees in the dropdown depended on the role of the current user

e Manager/Human Resource: Depended on the Manager/HR fields in the employees’ list.
Edit the Request
If the request has been rejected & you want to edit this request. Follow the steps below:

e |nthe My Request or My Task tab, open the request.
e |nthe form that appears, changes the content. Then click on the Submit button again.

Add the Request to Outlook/MS Teams

Follow the steps below:

e Open the request form, and click on the Get Link button.

‘ X Close ‘ Add to Outlook @ Get Link

e Wait 15 seconds, a message shows to inform.

@ Added the event to the Calendar Successfully! X

Print

Follow the steps below:

e Open the request form, and click on the Get Link button.

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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X Close @& Print @ Get Link

e Wait 15 seconds, a message shows to inform.

@ Added the event to the Calendar Successfully! X

Note: Currently this feature only supports the app on SharePoint

Get the URL of the Request

Follow the steps below:

e Open the request form, and click on the Get Link button.

\ X Close

I Add to Outlook ‘ ’ @ Get Link ‘

e Then click on the Get Link button

@ Get the link X

‘ https:// .sharepoint.com/sites/ApprovalHub1?ah... ‘

Delete the Request

If the request has been rejected & you want to delete this request. Follow the steps below:

e |nthe My Task tab, open the request.
e Inthe form that appears, click on the Delete button.

X Close I 42 Submit a Request

e |nthe Delete popup appearing, click on the Delete button. Wait some seconds to complete

W Delete X

Are you sure delete item?

General Info
Employee Department
Diego Siciliani IT
Type
Sick Leave

The administrator/System admin also can delegate the task from another to another. The administrator
only can delete the pending request. The sys admin can delete both the pending/complete request.

Follow the steps below:

e On the app, click on the All Features button > Click on the Searching card.

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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A Home

Q @ R

Searching The Reports Categories

Filter the requests All reports Manage the master data such as the
employees, departments

®

App Info

Introduce the app & guide documents

3

Settings

Setting up the form, view, workflow,

e Find the request that you want to delete. Click on the ... icon > Delete.

Request Form Type [ None v ‘ [ v l Department | None v ‘ l
Employee ‘ None ~ ‘ ‘ ‘ Customer | None v ‘ ‘ v ‘
Parent Request l None v l v I Submitted Date | None v ‘ l Enter a date here ‘
Q_ Search
l Q_ search
Detail D Employee Department Request Form Type Parent Request Status
& D CAP000023 Adele Vance T CAPEX Pending Approval
&) & Open Adele Vance I Advance Payment ED000001 Pending Approval
[ Delegate
Adele Vance IT Travel Request Pending Approval
@ Get Link
& Adele Vance IT CAPEX Rejected
& D Version Histories Adele Vance IT CAPEX Pending Approval

e In the Delete popup appearing, click on the Delete button. Wait some seconds to complete.

Discussion Feature

Discussion X

Hi Miriam Graham

The user guide of the LTAPPS Booking, please
review

UserGuide.docx

Sent 2 minutes ago

Update the Delete section:

If the booking has been rejected & you want to
delete this request. Follow the steps below:

In the My Task tab, open the request.

In the form appears, click on the Delete
button.

In the Delete popup appearing, click on the
Delete button. Wait some seconds to complete

Miriam Graham
Sent seconds ago

https://Itaddins.com +84 946 579 539

support@Itaddins.com
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Discussion feature that allows to engage in a dialogue with other people about a specific topic or
question.

Follow the steps below:

e Open the Request form, and click on the Comment icon.

View - Leads X

Progress Steps 2 Details

Requester Line Manager

v

y Adele Vance Adele Vance
Submitted at Decemb. Approving

General Info

D Employee Department O
@ e vnce i
Customer
Client Service Department
Details
Just test
Attachments
Submitted at December 28, 2023 & Last Updated at December 28, 2023
e Input the text into the Textbox (It supports the rich text), click on the attach icon & select the
file.
Normal text = = S o
The user guide for LTAPPS Approval Hub‘
% B

e Then click on the Send icon.

Open/Close the request

The feature allows the user to submit the sub-form in the request. If the request is closed, no one can
submit the sub-form

Follow the steps below:

- Open the My Request tab, click on the ... icon > click on “Open/Close the request”
o :
o Open
& Get Link

® Open/Close the Request

- Use the toggle to open or close

® oOpen/Close the Request X
@ If the status is open, you can submit the sub-approval-form of this request. If the status is
close, you cannot

Do you want open/close the request?

@ o
g -

- Click on the Save button to save

The administrator/System admin also can set it up. Open the Search page > do the same above

https://Itaddins.com +84 946 579 539 support@Itaddins.com
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Share the reque

st

The feature supports configuring the person who can submit the sub-form in the request

Follow the steps below

- Open the My Request tab, click on the ... icon > click on “Share”
- Use the dropdown to set

& Share

@ llow who can submit the sub-approval-form. The requester, the user who has the same
departent, all users or some specifics users.

Who can submit the sub-approval-form?

Only the requester

- ’

Close Save

- Click on the Save button to save
Note: The feature works if the re-share is true.

The administrator/System admin also can set it up. Open the Search page > do the same above

Views

Home

(D Home £ My Requests ™ My Task (3)

E My Approval

&ii Dashboard

{3 Leads

~+ Submit a Request & Recruitment Request tf- Travel Request 63 Help Desk Request {3 CAPEX

[ Q Search

Detail ID

o
o
o
o

Employee

Adele Vance

Adele Vance

Adele Vance

Adele Vance

Department

Request Form Type

Final Settlement

Deployment Estimation

Travel Request

CAPEX

Submitted Date

December 25, 2023 17:37

December 25, 2023 17:37

December 25, 2023 17:29

December 25, 2023 17:30

To filter the requests by type, click on the button in the toolbar or click the All button to show all

& Recruitment Request B> Travel Request 3 Help Desk Request {3 CAPEX

To view the request, click on the request > click on the view button.

https://Itaddins.com

+84 946 579 539

88 All

support@Itaddins.com
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My Requests

(@ Home &= My Requests ™ My Task (3) E My Approval il Dashboard {3 Leads

& Recruitment Request > Travel Request 63 Help Desk Request | <3 CAPEX Y Al v

~+ Submit a Request v

Q Search ‘
Detail ID Request Form Type Step Status Submitted Date Approved Date
D7\ ©: LED000025 Leads Line Manager Pending Approval December 28, 2023 15:17
a o Open CAPEX cFO Pending Approval December 26, 2023 12:53
@ Get Link
@ . Advance Payment CFO Pending Approval December 27, 2023 10:27

To filter the requests by the type, click on the button in the toolbar or click the All button to show all

& Recruitment Request M- Travel Request 9 Help Desk Request {3 CAPEX Y Al v

To filter the requests by the status

All
g Al
* Pending Approval
Q Finished

O Rejected

To view the request, click on the request > click on the view button.

Or click on ... icon

Detail ID
e []
I o Open
& Get Link
A

My Tasks

( Home §= My Requests ™ My Task (3) E My Approval il Dashboard {3 Leads

| [F) Reject Al ) Approve All

‘ Q_ Search

—

[} Detail ID Employee Department Submitted Date
2 6 LED000025 Adele Vance T December 28, 2023 15:17
(&

o &) 3 CAP000021 Adele Vance T December 26, 2023 11:36
2 & CAP000020 Adele Vance T December 26, 2023 11:35
(&

(-] I % TRAO00019 Adele Vance T December 25, 2023 18:27

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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My Approval

(@ Home  E= My Requests ™ My Task (3) [E My Approval i Dashboard {3 Leads

[ Q Search

Detail D Employee Department Submitted Date

1] 4+ FIS000015 Adele Vance T December 25, 2023 17:37
@ & DEE000014 Adele Vance T December 25, 2023 17:37

(] > TRA000004 Adele Vance IT December 25, 2023 17:29

@ <3 CAP000006 Adele Vance IT December 25, 2023 17:30
&) B> BUP000008 Adele Vance T December 25, 2023 17:32

Dashboard

@ Home &= MyRequests [ My Task (3)

My Approval il Dashboard {3 Leads

Y Al v Oct Nov Dec
Summary By Month
1 28
25
6 -
21
18 14
M Finished pending Approval [l Rejected B
o
Oct Nov Dec
@ Finished Pending Approval ([ Rejected
By Type
6
4
4
3 I
2 2
2
1 1 1 1 1 1 1 1 1 1 1 1 1 1
Lead... Cons... Recr... Busi... Over.. Cont.. Trav... Bidd... Help... Cont.. Depl.. CAPE.. Cont.. Depl.. Fina.. Adva.. Cash.. Paym...
@ Finished Pending Approval ([ Rejected

To filter by the form type, use the dropdown

2 Al

Last 3 Months v

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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Y Al v

All

Leads

Consultation Request
Recruitment Request
Business Project

Overtime

Contract Estimation

Travel Request

Bidding Documents Request
Help Desk Request
Contract

Deployment Request
CAPEX

Contract Performance Request
Deployment Estimation

Final Settlement

Advance Payment

Cash Advance Receipt

Payment Request

To change the year to filter, select the Month dropdown at the top right.

Oct Nov Dec Last 3 Months v Vear: 2023 -

Use the chart & and component icons to switch the view.

View the requests list

A Home Dashboard
# Detail ID Employee Submitted Date
(Home  E=MyRequests My Task (3)  EMyApproval i Dashboard (3 Leads 1 & 4 FIS000015 Employee  December 25, 2023 17:37
. 2 [ # DEE000014 Employee December 25, 2023 17:37
3 @ = TRA000004 Employee December 25, 2023 17:29
Summary m =13 By Month 4 (4] 3 CAP000006 Employee December 25, 2023 17:30

o
Q

®

-~

(o]

=4

°

.

o

Q
IiIIIIIIII

-1 & BUP000008 Employee December 25, 2023 17:32
# Month Finished

FF COE000009 Employee December 25, 2023 17:33

~
Q

[ CNT000011 Employee December 25, 2023 17:35

®
aQ

Employee December 25, 2023 17:35

©
Q

PAY000018 Employee December 25, 2023 17:38

3
Q

CAR000017 Employee December 25, 2023 17:38

Pending Approval [l Rei

Q
(]

ADV000016 Employee December 25, 2023 17:38

Search
The view allows search requests by form type, department, employee, and status ...

https://Itaddins.com +84 946 579 539 support@ltaddins.com
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A Home

B All Features

Request Form Type l None | l Department l None v ‘ l v ‘
Employee l None | l Customer l None v ‘ v
Parent Request i None | l Submitted Date None v ‘ Enter a date here l
Q_ Search

Q_ Search
Detail ID Employee Department Request Form Type Parent Request Status

@ : % LED000025 Adele Vance I Leads Pending Approval

@ : < CAP000023 Adele Vance I CAPEX Pending Approval

@ . 3 ADV000024 Adele Vance IT Advance Payment ¢ LEDO000O1 Pending Approval

@ . > TRA000022 Adele Vance I Travel Request Pending Approval

To filter the requests, select the conditions dropdown & click on the Search button

Click on the ... icon to select more actions such as view the request, get the link,...

Detail ID
S CEmm
I o Open
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@ Get Link
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TiJ Delete(Sys Admin only)
] D Version Histories

The Reports
A Home
O
Lead Report: Details

Show the Lead requests

i

Travel Request Report: Details

Show the Travel Request request

Employee

Adele Vance
Adele Vance
Adele Vance
Adele Vance

Adele Vance

Lead Report: Sub Requests

Show the sub-requests of the lead

X

Help Desk Request Report: Details

Show the Help Desk Requests

The report shows the details of the request.
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Recruitment Request Report:
Details

Show the Recruitment requests

G

CAPEX Report: Details

Show the CAPEX request
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B All Features

e
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Overtime Report: Details

Show the Overtime requests

Oo

<©

Consultation Request Report:
Details

Show the Consultation Request requests
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Our Solutions Your Success

A Home B All Features

The Reports > Business Project Report: Details

Department [ None v ‘ [ v ‘ Employee [ None ~ [ ‘
Customer l None ‘ l v ‘ Parent Request l None ‘ l v
[@ Report Download as XLS
(Business Project - Total (Business Project - Cost of (Business Project - Total  (Business Project - Parent
# ID Employee  Department Customer
Revenue) Estimation Goods Sold) Estimation Cost) Estimation Profit) Estimation Request
Adele Client Service
1 BUP000008 IT 1 2 3 4 LED000008
Vance Department

Follow the steps below:

e Open the app, click on the All Features button at the right top
e Inthe All Features page, click on The Reports card, select the report

e Select the filters,...
e Click on the Report button to trigger. Wait some seconds for the data loading
e Click on the Download as XLS button to export to an Excel file
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