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Select Reports Manager from the Related Items pane.  

Click on the plus sign (+) to the left of the Report category to open the list of available reports.  

Click on name of the report to select it.  A description of the report displays, as well as drop downs for 

selecting the criteria for the report.  

Once the criteria is set, select Run Report.  
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The Check Report Status page displays with a status of “waiting”.  

6 Select the Refresh Status button after a few seconds.   

Once status is “complete” select the View Report button. 7 
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Report displays in the format below.  

View the Report by scrolling. The menu bar below will display when hovering the mouse near the bottom 

of the page.  The Page Up and Down arrows may also be used to scroll the report or to zoom in or out.  

Select the Save icon to save the report or the Print icon to send to your printer. 
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