
Branch Office transactions through Business Intelligence Module 
 

In Business Intelligence module organisational level drills are available for Circles, Regions, Divisions, 
Head Offices, Sub Offices and Branch Offices. The booking and delivery transactions pertaining to 
branch offices can be accessed through following reports. 
 

1. Branch Office bookings for all product categories: 

Report Name: Mail Operations Booking Stats Report 
 
a. Step 1: Refresh the reports for required month(Ex. Jun-2020) and click on OK. 

 

 
 
Report will be displayed for all circles for all Offices. 
 

 
 



b. Step 2: Add Report Filter on Facility Type: 

 
 
 
Select Facility Type As BO. 

 
 
 
 
 
 
 
 
 
 
 



Report will be displayed for all Circles only for BO Booking Transactions; 
 

 
 

c. Step 3: Drill down through Circles->regions->Divisions->HO-> SO->BO 
 

Click on any Circle Name to get the data for Region level 
 

 
 
 
 
 
 
 



d. Step 4: Further drill down up to BO to get the data for individual BOs. 
 
Data for Branch offices under Mysuru South SO, Mysuru Division. 
 

 
 
 
 
 

e. Step 5: Getting data for all BOs under Mysuru Division:  
 

Include All Values for level 4 and Level 5 Filters as Below. 
 

 
 
 
 
 
 
 
 
 



Report will be displayed for all BOs under Mysuru Division. 
 

 
 

f. Step 6: Export the report to Excel File: 

 
Click on the highlighted button and select the required values in the above window. 
Click on OK button and data will be exported to excel file. 



   
2. Branch Office Delivery for all product categories: 

Report Name: Mail Ops Delivered Articles Stats Analysis Report 
 
a. Step 1: Refresh the reports for required month(Ex. Jun-2020) and click on OK. 

 
 
Report will be displayed for all circles for all Offices. 

 
 

b. Follow the same steps as explained for booking transactions for getting the individual BO 
delivered transaction data. 

 


