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	Unit 9 – Custom Reports
	Instructor
	Time
	Comments

	Custom Reports Overview
· Layout and Functionality
· Available Views
· Layout defaults to Landscape – uncheck the checkbox for Portrait
· View as PDF or download as Excel
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	Views are available according to the role(s) assigned to the user account.



	Add a Custom Report
· Report Title and Sub Title
· Report Information
· Column Builder
· Criteria Builder
· Sort Builder
· SQL Viewer
· Visibility
· Public
· Private
	
	
	

	Managing Custom Report Templates
· Manage Report – returns user to the grid
· Copy
· Edit
· Delete
· Export
· Import
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