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Introducing DMO Shipping System 
Reporting 
 
This document will give you a quick start guide for running standard reports and also for 
creating and running your own reports..  
 
For the general DMO user  guide please email the RMDMO Helpdesk  on rmdo@royalmail.com 
for a copy of the DMO Shipper User guide.  
 
 

Standard Reporting 
 
There are five standard report templates provided with DMO: 
 
 
Standard Report Template Description 
Statistic Report by Number since opened This report produces a PDF document 

presenting the total number of shipments  by 
recipient town. 

Posting Report by Destination Country & Locati  This report produces a PDF document 
presenting the total number of shipments by 
destination country and location 

Statistic Report by Shipper Activity This report produces a PDF document 
presenting the total number of shipments by 
shipper and service reference 

Detailed Report by Shipper Date  This report produces a CSV file presenting all 
shipment fields sorted by shipping date 

Volume Report by Shipping Date This report produces a PDF document 
presenting the total number of shipments by 
shipping date 

 
 These reports can be run as is, or modified to create your own reports 
 
From the Archive main menu option, highlight and click on Reporting. The user has two options: 
Create Report or View Report. Click on Create Reports. 
 
After clicking on Create Report the default screen below shows the standard template reports 
available. 
 

mailto:rmdo@royalmail.com
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There are five standard report templates available on the left hand side of the screen above. 
Click on a specific template to see the detailed description in the Description box above.   
 
Standard report templates can be modified and then scheduled for a particular date(s), or run 
now, to meet your requirements. See next section for more details. Where a report template 
has been modified there is an opportunity to give the modified report template a new report 
name.  
 
Checking My Reports field in the screen above will list those reports that have been created by 
you completely, or as a modification of a standard report. These reports can also be modified 
and then scheduled for a particular date(s), or run now, to meet your requirements. 
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Schedule/ Run/Delete/Modify Reports 
 
 
 
All reports can be Scheduled, Run and Modified as required.   
 

Scheduling a Report 

 
To Schedule a Report - Highlight the report to be scheduled in the’ Available Reports’ and click 

on the  button on the screen on the prevous page: 
 
This action triggers the appearance of the pop-up window below: 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 

The report can be scheduled daily, 
weekly or monthly.  Also, you can 
choose from which day of the  
week you would like to start this 
schedule. 
 
For example, if you were running  
a weekly report, you could specify 
Wednesday as the day to start  
the report. So it would be a 

    

You can send the reports to 
specific email addresses if 
needed by checking the box and 
entering the address in the 
space provided 
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NOTE: Once a report has been scheduled, it will be available in the ‘View Reports’ menu 
‘Scheduled’ tab as shown below 

 
 
To view a completed Scheduled Report, select the Done / Running tab above and double click 
on the corresponding hyperlink, and then save the report. 
 
 
  

You may Delete a 
selected report or 
Delete All reports. 
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Running Reports 

Create Reports 
From the Archive main menu option, highlight and click on Reporting. Click on Create Reports. 
 
Highlight your chosen report from the Standard Reports tab or My reports tab and click the 

 button below: 
 

 
If you have not specified an email address in the report template, the report will be saved as a 
PDF or CSV file within DMO ‘View Reports’ for accessing later. See next section for ‘Viewing 
Reports’         
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Viewing Reports 
From the Archive main menu option, highlight and click on Reporting. Click on View Reports. 
 
To view a report, click on the Done/ Running tab below, and highlight the selected report. The 
report  then opens in a new window as shown below.  
 
 
 
 

 
 
 
 
 
 
 
 

 
 

The system presents the option to send the report to one or more email addresses: 
 
 
 
 
 
 
If the ‘Yes’ option is selected, an opportunity to enter one or more email addresses is presented: 
 

 
If the ‘No’ option is selected, the user is directed to the View Reports screen/Done Running Tab 
to view the report. 
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Deleting a Scheduled Report 

 

Select the Scheduled tab and then the report to be deleted and click on the 

button’. Alternatively you can delete all completed reports by selecting the  
button - DMO will ask for confirmation as shown below. 
 
 Applying the                    button below will permanently delete the report(s) selected. 
 
 

 
 
Individidual reports may be deleted by the system after one month. 
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Modifying Standard Reports 

The Modify functionality allows for a user-defined customization of Standard Reports. The 
created report can be saved with a unique name and viewed using the My Reports check box 
on the Create Reports screen. 
 

 
 
To modify any of the five existing Standard Reports, highlight the report of choice and click on 

the button as shown below. 

 
 
 
 

The Modify button 
will allow the 
creation of a 
personalized version 
of a standard report  
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Clicking the ‘Modify’ button will start the ‘Creating a Report wizard’. 
 
The only difference between the ‘Create report’ via the ‘New’ button and ‘Modify’ 
button’ is that the modify button will hold the existing report information to be 
customized. 
 
See the ‘Creating Report’ screen below for details of the reporting wizard.  
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Select desired date 
options and ranges 

Select options such 
as Service 
Reference, Shipper 
Location(s),  Service 
and Service Format 

You may limit report to 
specific: 
Customer Collection 
Receipts, Reference 
Numbers, Shipment 
Numbers, Recipient 
Information, Items and 
Weight 

Menu options to Save, 
Save and Run or Save 
and Schedule 
personalized report 
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For example, if a custom report is created, saved and scheduled, it will appear in the My 
Reports list for the Admin user as well as the list of scheduled reports as shown below: 
 
 

 
 

  

Personalized ‘Olas 
Barcode Allocation 
Report’ in ‘My Reports’ 
and in ‘View Reports’ as 
scheduled weekly 
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Creating a Custom Report 
When creating a customized standard report, a user has the option to create either a 
summarized or detailed report.  
 
The selection of the detailed check button will allow the user to define precise column headings 
and options. Selection of the summarized button will display total column headings.  
 
Using both options, a user can: 
• Define a report name 
• Define report description 
• Select desired report columns 
• Arrange column headings in desired order using the simple drag and drop action 
• Define multiple sorting options based on specific fields name in ascending or descending 

order 
 
 
Detailed Report 
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Summarized Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The order in which the report columns are selected in will determine the order they appear 
in the final report. 



Page 16 of 17  RMDMO Helpdesk 08456 047267 
     
 

 

 

 

Allows user 
to select 
desired date 
options and 
ranges 

Defining Report 
Format 

Allow user to 
define: Service 
References, 
Products, 
Customer 
Collection 
Receipts or word 
specific criteria, 
Country or by 
Item and Weight. 
 

Menu options to 
Save, Save and Run 
or Save and Schedule 
personalized report 
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