How to Use the "Report Manger"

The "Report Manager” can be accessed only by selecting the "Report Manager" option
from the "Reports’ pull down menu located at the very top of the CASST window.

Selecting the "Report Manager" option will present the dialog box displayed below:
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If there are no reports defined the report manager will be displayed as depicted above.

Use the accompanying "Manager Reports' sheets and add all of the reports using this
dialog box.

Following is a description of the process for adding a report:

1. Enter the "Display Name" in the "Display Name" text box at the top of the
"Report Manger" dialog box.

2. Select the "browse" button, the button with the three dots located at the end of the
"File Name" text box located just below the "Display Name".

3. Using thelist of Reports on the accompanying pages select one or both of the
check boxesinthe "Type" area

4. If the"Track Printing" check box is available, select this box as well. This option
will only be available for selected reports if they support this option.

5. Click the"Add" button to add this report to the list.



6. Repeat steps 1 thru 5 for each report on the accompanying pages that you wish to
add to the list of available reports.

When you have added reportsto the list of available reports, the "Report Manager”
window will look similar to the one displayed below. Don't be concerned if yours does
not exactly match the one displayed.
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When you have added all of the reports that you want to add to the list,
button to close this dialog box and save your work.

click the "Close"

Now you can open the "Reports" dialog and reports will be available for selection and
printing.




