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2. Introduction

This movie will demonstrate running reports to multiple formats.
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3. Default Format is HTML - Second Option PDF

The default format for on-demand reporting system reports is HTML. You can select to run the report to PDF...
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4.Third Option - MS Excel 2002

Excel 2002...
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	5. Fourth Option - CSV

Or CSV (comma separated value). You'll see in a bit why the .csv format is the best file format to choose when you want spreadsheet data to sort, filter, and summarize as you wish.
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6. Running to HTML

Run the first report to .html.
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7. Running to HTML - Enter

And then click the Search button.
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8. Running to HTML - Search

And then click the Search button.
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	9. Running to HTML - Insert

And then click the Finish button.
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10. Running to HTML - Finish

And then click the Finish button.

Text Captions: 62068923 DNA SEQUENCING
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11. Running to HTML - Show Detail

And then click the Finish button.
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12.  Running to HTML - View Expanded
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	13. Running to HTML - Scroll

Reports in HTML format generally require scrolling to view the entire report.
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14. Running to HTML - Collapse/Expand

You could also collapse/expand using the arrow buttons next to select account code ranges:
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15. Running to PDF

Click the Search button.
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16. Running to PDF - Search

Click the Search button.
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	17. Running to PDF - Insert

Click the Insert button.
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18. Running to PDF - Select PDF Icon

Click the Finish button.
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19. Running to PDF - Finish

Click the Finish button.
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20. Running to PDF - Options

The report appears, and can be saved or printed using the PDF tools. You can also drill down into any hyperlinked account codes to view detail reports in that specific account code for the period of the report.

When you have finished viewing the report, select the Return link.
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	21. Running to MS Excel 2002

Now we'll run a report to MSEXCEL 2002. Please note that you may need to make adjustments in your web browser in order to be able to open either the Excel 2002 or the CSV versions of the reports. On your Internet Explorer browser toolbar, select Tools-->Internet Options-->Security-->Trusted Sites-->Sites and add the following url to the trusted zone: https://gateway.cu.edu/crn. (It's best to access the reporting system through Internet Explorer).
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22. Running to MS Excel 2002 - Enter

Click the Search button.
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23. Running to MS Excel 2002 - Search

Click the Search button.
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24. Running to MS Excel 2002- Insert

Click the Finish button.
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	25. Running to MS Excel 2002- Finish

Click the Finish button.
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26. Running to MS Excel 2002- View

You'll see that the Excel 2002 format simply gives you a formatted report inside of Excel. For spreadsheet data, you should run the report to CSV, as we'll do next.
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27. Running to CSV

After selecting a Detail report and its dates, run a report to CSV. This will be especially helpful if you want to summarize detail report data in a different way than the reports do. 
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28. Running to CSV - Enter

Enter the speedtype.




	[image: image29.png]Universityof
Colorado

Reporting System

Finance System
Revenue and Expense Statement Detall Report

“[ome
Ooor
Ousecce
oo

prepres
[ e ——







	29. Running to CSV - Search

Click the Search button.
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30. Running to CSV - Insert

Click the Finish button.
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31. Running to CSV - Finish

Click the Finish button.
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32. Running to CSV - Save as Excel

Click the Finish button.
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	33. Changing Formats

Even if you first run a report to HTML, you can easily run it to a different format, say PDF, without re-entering the search parameters; just click the appropriate icon at the upper right.



	
	[image: image34.png]1B Report Viewer - Revenue nd Expene Statement suminary Report

1[I e | & I[E3] @ [ - @ [IB3-[1 85 - W 131 | Bsmecor 5 @ fser | Adobe Reader 520
| e e —

REvenUES Less Evenses

O AVALABE

WAl 5 nje o]





34. Changed Format

The report appears in PDF Format. 
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35. Exit

Text Captions: Thank you for viewing this presentation. Please select the appropriate button below to proceed.
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