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Overview

TeamDynamix instructions for creating and running reports can be found at the following
URLs:

e Article - Getting Started with Reporting (teamdynamix.com)

Requirements
In order to complete this process, you will need the following:

e Technician Access to TeamDynamix
e Accessto atleast one Ticketing Application
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https://solutions.teamdynamix.com/TDClient/1965/Portal/KB/ArticleDet?ID=30568

Create a New Ticket Report

1. Signinto TeamDynamix TDNext.
2. Navigate to the Tab for your Ticketing Application:

a. Clickthe Tab for the Ticketing Application

ufl.teamdynamix.com

TeamDynamix @ UF

Desktop People IT Tickets » x My Work Analysis Downloads

= Refresh # Edit IT Tickets Desktop + Service Request Form + New + Report Lt Reports

A~

OR

b. Click the “Waffle” Menu

Desktop  People  ITTickets » x  MyWork  Anabsis  Downloads
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3. Clickthe “+ Report” button, then select “Report”.

ufl.teamdynamix.com

TeamDynamix @ UF

Desktop People IT Tickets » » My Work Analysis Downloads

= Refresh # Edit IT Tickets Desktop + Service Request Form + New + Report lu! Reports

Tickets Assigned to Me TenorTTole

-
Desktop I Report

Groups
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4. Click the “Ticket Report” link.

ufl.teamdynamix.com

Desktop

& Refresh

Desktop
Groups

4 Tickets

Assigned To Me
Awaiting My Review
Rwaiting My Approval
Awaiting Approval
Incidents

Parent Tickets
Changes

Service Reguests

4 Standard Reports
Ticket Aging

Ticket Performance
Tickets Count Report
Ticket History

Ticket Calendar

People

TeamDynamix @ UF

# Edit IT Tickets Desktop

-~

What type of report would you like to create?

IT Tickets » =

My Work

+ Service Request Form

Analysis

Downloads

+ New + Report

Knowledge Base Report @

Knowledge Base Feedback Report @

Location Rooms Report @

Locations Report @

Survey Response Report @

Ticket Report ©

Ticket Tasks Report @

Ll Reports

Name the report and select the columns which will appear on the report.

TeamDynamix @ UF

Name *

Changes Awsiting I CAB dpp.

New Ticket Report

Name your report

Describe your repart

Select the columns you would like to see

e L .
SRetresh Bt IT Tickets Desktop + Servce Request Fo + Ne + Repont 1 Repon:
Desktop BEE= ]

Aggregate

Display Format
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6. Add Filtering to the report, set an order for the columns, and specify the maximum
number of rows for the report to return (max value 10,000).

Add filtering to your report

Action Column Operator Valusts) Optians

Order your report

Add
Action  Column / Direction

Order by v| Ascending ~

Set the maximum number of rows to retrieve

Maximum rows

7. Choose a Report Folder, and set Report Ownership and Visibility. Reports can be

owned by an Individual or a Group.
Caution: If you set a group you are not part of as the owner, you may not be able to edit the report
after creation.

Choose a report folder

Folder
ITSM Custom Ticket Report v+

Owner and Visibility

TeamDynamix @ UF

Deskiop people  ITTickets » x  py work Analysis Downloads

&~ Refrash #" Edit IT Tickets Desktop + Service Request Form + New + Report Ll Reports

Desktop |

Groups
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