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Creating a Report Template
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Overview

To use the Templated Reports feature in Resolver, an Administrator must create and upload a
report template from Microsoft Word using template placeholders. A template placeholder is a
pre-formatted area or field that serves as a temporary container for specific content (such as
text, images, or dates) that will be filled in when a report template export is generated. Please
refer to the Required Syntax for Template Placeholders section in this article for further
information on the syntax required to create the report template in Microsoft Word.

User Account Requirements

The user must have Administrator permissions to configure Templated Reports.

Related Information/Setup

Please refer to the Templated Reports section for more information on Templated Reports.

Navigation
1. From the Home screen, click the Home drop-down menu.
® (Qsearch SO 2
Home v | My Tasks Building by Site Report
My Tasks ¢ SORT Q SEARCH [ TASKS SUMMARY Starred
o0 D oo Coporsion
B  Cole Well Region
B  Region A
. © on May 17th, 2025 Recently Viewed
[ ] Building by Site Report

Home Drop-down Menu

2. From the Home drop-down menu, select the Reports application.
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3. Click to open the report that you want to make a report template from.

4. On the report, click the Edit Report Template icon.

® (Qsearch B O 2
Reports ~ Group Reports Region Reports Account Reports Project Reports Location Reports Building Reports
Kroll Valuation Report
Last Updated: May 21, 2025 11:55 AM
@D Kroll location
Building Name Floors Gross Floor Client Declared Value - Local Valuation Date  Value Adequacy - ‘Wall Type Frame Type
Area Building Currency Total
GreenBuilding 5 96624 30000000 cap 20250520 g | o Risk: 5% LECT ) S Eru
2253 o Block
2025-05-17
Green Building 5 96624 30000000 CAD 2258 @ Low Risk: 3%
0517
Ryrie Building 5 96624 30000000 CAD igzusz St @ Low Risk: 3%
JH McNairn 2025-05-17 Concrete
4565 Al High Risk: 92%
Building 1 94565 16000000 CAD 2301 @ High Rish Block
0517
Warehouse 1 1000 1000000 GBP ;gésl 051 @ High Risk: 43%
Page 1 of 1|5 Rows | 20 per page
5. From the Edit Report screen, click the Export Template tab.
® (Qsearcn NS
Views v Forms. Data Visualizations Dashboard Data Sets. Dashboard Builder
Admin: Edit Report
Kroll Valuation Report L] ’

Report Focus: Site > Building  Anchor: Site  Data: Building

+ ADD ANOTHER REPORT FOCUS

Archived data included in report. Ciick pencil to edit.

Configuration

Configure Template

Template File
& MANAGE TEMPLATE
Data Mapping And Validation

+ ADD DATA SERIES

Export Template Tab
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1. In the Configure Template section, click the Add Data Series button.

® (Qsed SO L
Views v Forms Data Visualizations Dashboard Data Sets Dashboard Builder
Admin: Edit Report
Kroll Valuation Report L) Vi

Report Focus: Site > Building  Anchor: Site  Datas Building
+ ADD ANOTHER REPORT FOCUS

Archived data included in report. Click pencil to edit.

Configuration Export Template

Configure Template

Template File
2 MANAGE TEMPLATE
Data Mapping And Validation

+ ADD DATA SERIES

Add Data Series Button

2. From the Add Data Series pop-up, select a data definition for the data series from the

drop-down menu.

ADD DATA SERIES

Select a data series

Select a Data Definition

CANCEL

Add Data Series Pop-up

Note:
@ Users can add multiple data series for data mapping. Available data series are
all single leaf data definitions and eligible from the Report Focus.

3. Click the Done button.
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ADD DATA SERIES

Select a data series

Building > Valuation

==

Done Button

5. From the Export Template Data Mapping pop-up, in the Add Variables section, type

the name of the variable and you want to link to your report, and click the name to add it.

® Qe P

Views v Forms Data Visualizations. Dashboard Data Sets Dashboard Builder

EXPORT TEMPLATE DATA MAPPING x
Data Series: Building > Valuation

ADD VARIABLES

Admin: Edit Report

Kroll Valuation Report

Report Focus: Site > Building  Anchor: Site  Data: Building
+ ADD ANOTHER REPORT FOCUS

valuation date

Archived data included in report. Click pencil o edit

Valuation Date G  DATE & TIME
Valuation Date VALUATION DATE & TIME
Configuration Export Template
Configure Template LINK TO TEMPLATE PLACEHOLDERS
Template in use
BUILDINGVALUATION TEMPLATED REPORT (1) DOCX
Variable Name Object Type Link to template placeholders

L MANAGE TEMPLATE
No data to display

Data Mapping And Validation

+ ADD DATA SERIES  VALIDATE DATA MAPPING
+ DONE

Building > Valuation

Add Variables Section

6. In the Link to Template Placeholders section, type the placeholder text that you want to
use to link the selected variables to the Microsoft Word document in the Link to template

placeholders field.

® (Qsersn ® 08

Views v Forms. Data Visualizations Dashboard Data Sets. Dashboard Builder

EXPORT TEMPLATE DATA MAPPING X

Admin:Edit Report UNKTO TENPLATE PLACEHOLDERS
Kroll Valuation Report . . -
Variable Name Object Type | Link to template placeholders
Report Focus: Site > Building  Anchor: Site  Data: Building Building Occupancy BUILDING BuildingOccupancy x
+ ADD ANOTHER REPORT FOCUS
Gross Floor Area GrossFloorArea x
Archived data included in report. Click pencilto edit
Current Valuation CurrentValuation x
Configuration Export Template
Valuation Date VALUATION ValuationDate x
Configure Template Client Declared Value - Building ClientDeclaredValue x
Template in use Local Currency BUILDING LocalCurrency x
'BUILDINGVALUATION TEMPLATED REPORT (1).00CX
Value Adequacy - Total ValueAdequacyTotal x
& MANAGE TEMPLATE
Data Mapping And Validation Name BUILDING BuildingName x

+ ADD DATA SERIES + VALIDATE DATA MAPPING

Building 2 Valuation ¥ DONE
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Link to Template Placeholders Field

7. In a new Microsoft Word document, format the document how you as you wish your report
to be displayed on export, including a title for the report and table or chart headers.
8. Map the data on the Microsoft Word document to the template placeholder text you
selected in step 6.
o Please refer to the Required Syntax for Template Placeholders section of this
article for further information on formatting template placeholders.
o Place the standard placeholders in curly brackets { } to ensure that they are
mapped to the correct variables.
o For repeatable placeholders, ensure that they begin with a number sign # and end
with a forward slash / in the curly brackets: {#begin} {/end}

9. Save the Microsoft Word document and proceed to upload the report template in your Org.

Sample Template Expected Output

£1000 MmmBABP-COB

ge— . L
© camments peoinn - (EEIEED tome Wt Ow Oewon lwout Refewces Madngs Revew View TabeDesn Tatelmmt

KROLL - n KROLL

US Property Insurance . US Property Insurance
Valuation Report g ra Valuation Report

Clent Name. e Client Name. =

Required Syntax for Template Placeholders

Please refer to the following chart for further information on the required syntax to create a
report template. You will require this information when creating a report template in Microsoft
Word.

Type Description Required Syntax Example
Standard placeholder A standard placeholder The user must put the {Building Name}
will populate a template template placeholder in
placeholder with report squiggly brackets,
data inline when the {variable name}
Templated Report

export is generated.
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Type Description

Repeatable placeholder A repeatable

placeholder will iterate

through all objects in a

data series that have

been mapped to those

placeholders.

Important notes:

¢ Placeholder text must be unique.

Required Syntax Example
The user must open the Repeatable placeholder
to open the section:

{#Building Name}

repeatable section of
the template with
{#variable name} and Repeatable placeholder
to close the section:

{/Building Name}

close the section with

{/variable name}

¢ Placeholder text can only contain alphanumeric characters and must have no special

characters.

o Placeholder text is case sensitive and must match the letter case of the variables in

Resolver.



