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OPS Reporting 

 
The OPS Web Portal has an optional feature that allows users to run reports. 
The types of reports that you will have access to, will depend on which reporting pack you have 
selected. 
 
If you do not currently have access to the OPS Web Portal reporting functionality, and would be 
interested in discussing how it works and what sort of information it can provide you, please contact 
your Konica Minolta Account Manager.  



 

 

OPS Web Portal 

 
The OPS Web Portal is where reports can be run from. 
 
To access the OPS Web Portal, go to the following website: 
 

https://ap.pfprdjp.bt.konicaminolta.com/ 
 

 
 
Enter your email address and password, then click on “Login” 
  

https://ap.pfprdjp.bt.konicaminolta.com/


 

 

From the top menu, click on “Reports” 
 

 
 

Running Reports 

 

Report Navigation  
 

Locate the report you would like to run. 
 - If required, use the navigation arrows at the bottom left of the screen to navigate through the 
available pages 

 



 

 

Once located, select the required report 

 

 

Group (Client) Selection 

 
To find your client, search for their name in the ‘Group’ window 
Once located, select the desired account 
 

 

  



 

 

Reporting Period 
 

Different reports will provide various options for selecting the desired reporting period. 
 
Most reports we will have pre-defined reporting periods (Eg. Last 90 days, This month) 
To select a report period, select the ‘Reporting Period’ drop down 
 

 
 
Select the pre-defined reporting period from the dropdown menu 
 

 
 
Alternatively if you wish to select a specific a “Start Date” and “End Date”, choose the ‘Advanced’  
 

 
  



 

 

The ‘Start Date’ and ‘End Date’ drop downs will not be displayed 
 

 
 
Make the required sections to choose your desired date period. 
 

 
 
Then click on “Run Report” to run the report 
 

 
  



 

 

 

Downloading the Reports 

 
Once you have clicked on “Run Report” allow the system to run your report. 
When the report appears on your screen, select ‘Save As’ button located bottom right of the window 
 

 
 
When the pop-up window appears, select the preferred file format 
 

 
 
You can download the reports in the following formats 

 Excel (CSV) 

 PDF 

 TAB 

  



 

 

Once selected, chose ‘Save As’ from the ‘Save’ dropdown  
 

 
 
Browse to locate your desired location and select ‘Save’ 
 

 
  



 

 

Scheduled Reports 
 

For each report, you can setup to be automatically emailed to a recipient at a set interval. 
 
Go through the Report Navigation steps to locate the desired report. 
 
Once the report has been selected, click the ‘Create Schedule’ option at the bottom right of the 
window  
 

 
 
A new window will appear for you to create a report schedule. 
 

 
  



 

 

Schedule Details 
 

1. In the “Name” field, type in the name that you want to name the report. 
 

2. In the “Email recipients” field, type in the email addresses 

     NOTE: Multiple email addresses need to be separated by” a semi-colon  (  ;  ) 

 

3. From the “Report Type” dropdown, select the desired file format 

 

4. In the “Start Date” field, select the date when you want to start the scheduled reports.  

 

5. In the “Schedule” dropdown, select the recurrence options of the report 

 Once 

 Daily 

 Weekly 

 Monthly 

 Advanced – allows you to setup patterns such as “the first working day of the week”, etc 

Report Parameters 
 

6. In the “Group”, search for your desired client, once located, select the desired account 

 

7. In the “Reporting Period” field, select the range from the drop down menu 

 Last 24 hours 

 Last 7 days 

 Last 30 days 

 Last 90 days 

 Current month 

 Previous calendar month 

 Advanced – allows you to setup patterns such as “Month Start plus 3 days”, etc 

 

8. Click on “Save Schedule” 

 

 



 

 

View Scheduled Reports 
 

To see what scheduled reports you have previously setup, you can click on “Schedules” from the 
report navigation window 
 

  
 

The “Schedules” tab will appear 
 
From the “Filter by Group” drop down menu, search for the folder that you want to see the scheduled 
reports for 
 

 
 
 
  



 

 

The list of reports that have been scheduled for that group will then be displayed 
 

  
 

If you want to edit the settings of any of the reports, click on “Edit” 
If you want to delete any of the reports, click on “Delete” 

 


