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1. Purpose
This Standard Operating Procedure details all functionality and features of ReportRighter.
2. Child Documents

	Document Number
	Title

	SVP5001
	ReportRighter v1.1.0 Software Validation Protocol

	SVA5001
	ReportRighter v1.1.0 Software Validation Addendum

	WI5001a
	ReportRighter General Information

	WI5001b
	ReportRighter Purchasing and Provisioning

	WI5001c
	ReportRighter Validation Walkthrough

	VA5001a
	ReportRighter General Information

	VA5001b
	ReportRighter Purchasing and Provisioning

	VA5001c
	ReportRighter Validation Walkthrough

	FMEA5001
	ReportRighter Risk Analysis



3. Responsibility
3.1 It is the responsibility of the Software Validation Engineer to ensure that all documentation relating to the use and validation of ReportRighter is up to date and correct.

4. General Overview
4.1 ReportRighter is a Microsoft Office web add-in that was designed to automate the report writing process. To increase efficiency, many organizations have implemented a standard set of document templates to be used for a variety of different reports. ReportRighter takes these document templates one step further by creating import locations within the document template that import data from the same cells in Excel every time.
4.2 ReportRighter targets both Microsoft Word and Excel. The ReportRighter command group is located in the right side of the Home tab of both applications.

5. The Goal of ReportRighter
5.1 Current State:
· Writing reports is a time-consuming process that requires copying and pasting data and moving back and forth between Microsoft Word and Excel.
5.2 End State:
· Writing a report does not require copying and pasting. The author should not have to switch between applications while writing. Decrease waste associated with report writing. Focus report writing on the details not transcribing data. Less frustration from performing tedious tasks.
6. ReportRighter in Word
6.1 The ReportRighter group contains three (3) buttons: Import Data from Excel, Insert Cell Import, and Insert Shape Import. 
6.2 The Import Data from Excel button opens the ReportRighter task pane. In this task pane the user can modify import settings, index through import locations, and import data.
6.3 The Insert Cell Import button converts the selected text into a custom control that will receive data from the specified cell when importing. This converts all text strings that match the selected text into import locations, just like find and replace.
6.4 The Insert Shape Import button converts the selected text into a custom control that will be replaced with a placeholder image. Size this image to fit into your document template and when importing data from a workbook, it will be replaced with the specified shape from Excel and keep the size that you specified.

7. ReportRighter in Excel
7.1 The ReportRighter group in Excel only contains one (1) button: Compile Workbook. This button compiles the workbook so that it can be read by ReportRighter. The button will create a task pane that notifies the user when the workbook has been successfully compiled. 

8. Standard Documents Every Time
8.1 After setting up the document template with ReportRighter all import settings are saved within the document and every time that a new report is written it will retrieve data the same.
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