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Generating a Central Reporting Report

1. From the Central Reporting Main Screen, click one of the report links in the grid.
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2. Most reports will require you to apply a filter before running the data, such as filtering by a date range, or

by branch. Edit the filters for your chosen report and press [View Report]
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3. The report loads.
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4. Some reports have & icons which you can click to expand the view within, other reports have branch links,

identified by the hand cursor, which you can click to display the specific sub-report for that branch.

]
5. You can export the report by clicking the floppy disk gj

icon or print it by clicking the printer icon.
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