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Generating a Unique Site Visitor Report

Dashboard

From the dashboard 
select reports from the 
menu on the left of the 
screen
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Reports Menu

select site reports from 
the menu on the left of 
the screen
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Reports Menu

Navigate to the site of 
interest by clicking the 
blue writing

Countryside
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Site Reports Menu

Select Time and 
attendance from the 
site reports menu
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Time and attendance Reports Menu

Select the date range 
required
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Time and attendance Reports Menu

Select the zone 
required
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Time and attendance Reports Menu

Select the

organisations 

required
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Time and attendance Reports Menu

Select the

Save New… 

Name the report that 
has just been 
configured
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Time and attendance Reports Menu

Select the

Save New… 

Name the report that 
has just been 
configured

Click Save
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Time and attendance Reports Menu

The saved configuration 
will display in blue 
writing

To load this 
configuration click load
and select from the 
dropdown list that 
then appears
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Time and attendance Reports Menu

Click Generate to 
produce the report

A report of unique 
visitors for the date 
range will display.

This can be printed, 
downloaded as a PDF 
or downloaded as a 
CSV file.
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Time and attendance Reports Menu

To schedule this saved 
report click Schedule

Select the report from 
the Options drop 
down menu



Generating a Unique Site Visitor Report

Time and attendance Reports Menu

To schedule this saved 
report click Schedule

Select the report from 
the Options drop 
down menu
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Time and attendance Reports Menu

Select weekly or 
monthly from the 
Frequency drop down 
menu
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Time and attendance Reports Menu

The saved report will be 
emailed to you in line 
with the frequency 
selected

Click Close

To stop the report being 
sent open the schedule 
and click the red bin 
icon



Support

Biosite provide user support from 
7.00am – 6.00pm Monday to Friday 
(exc. Public holidays)

Should you need help please contact 
our support team

0121 374 2939 (Option 1) 
support@biositesystems.com


