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BRF Crystal_Reporting 9 1

Welcome to the PeopleSoft Financials 9.1 Crystal Reporting module! This module contains the
information and tools needed to learn the basic concepts, terminology and procedures involved in
accessing and running Crystal Reports available in PeopleSoft version 9.1.

Goal

To have the skills and knowledge to navigate, access and run the Crystal Reports in PeopleSoft
version 9.1.

Participant Objectives
At the end of this module you will be able to:

Access the Crystal Launcher on PSDesktop.

Access and run the desired Crystal Reports.

Print the report results.

Utilize the Crystal toolbars and icons

Export/Save the results.

Close the current results and run the example report for another IBU.

oL E

NOTE: The functions in this manual must be performed in the PeopleSoft Report Database.
Logon to Crystal Reports via PS9.1 Launcher

Logon to Crystal Reports via PS9.1 Launcher
Procedure

In this topic you will learn the necessary steps to Logon to Crystal Reports via PS9.1
Launcher.
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Y1} Health Sciences Center
PS Desktop Server
Windows 2008-XenApp 6

UserID:
Domain:

Computer: &340
Logon Server: DCO06

1:36PM
417113

‘g& University Health™

Step Action

1. Double-click the PS9.1 Launcher icon.

LSUHSC PeopleSoft 9.1 Launcher 10| x|

Options  Clear Cache  Training Help

PeopleSaft System: [Financials

Database:

Application: IPenp\eSnf!

Dperator ID: [

L

LolmpucLter .

Logon Server: DCO03
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Step Action
2. Click the button to the right of the PeopleSoft System field.

. LSUHSC PeopleSoft 9.1 Launcher =15] x|

Options  Clear Cache  Training  Help

PaoplsSoft System

Database

Application: [PecpleSaft

Dperator 1D | 2

- S

LonpuLer. =W s
Logon Server: DCO06

e BB C 0 3 %

HR.Web Train  Fin Web Train

Step Action
3. Click the Financials list item.
4. Click the button to the right of the Database field.

=
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LSUHSC PeopleSoft 9.1 Launcher =10 x|

Options  Clear Cache  Training  Help

PeopleSaft Systemn. —[Financials = |

Database: IPS 9.1 Financials Reports [PSSFSRPT] j
PS5 3.1 Financials Conversion [PSSFSCNY]
Pe g £

Application: i i 3

L1 Financials »andbox ]
PS 9.1 Financials Testing [PSSFSTST]
Dperatar D PS 9.1 Financials Training (PS9FSTRN]

L

LolmpucLer .

Logon Server: DCO06

> B @“@ﬂ G B -5

U

University Health™

Shreveport

471772013

Step Action

5. Click the PS 9.1 Financials Reports (PS9FSRPT) list item.
6. Click the arrow to the right of the Application field.
7. Click the Crystal Reports list item.

Cryztal Reports
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! PS Desktop - Citrix online plug-in

Select Report for PS 9.1 Financials Reports (PSIFSRPT)

Directory

Training Guide
BRF Crystal_Reporting_9 1

=]

Jo

I~ keep launcher open when running repart

Fieport Lacation

Fiepart Name

Erowse..

BRFHM Feports
BRFHS Feports
EACMC Rieparts
HCSD Admin Reports
HCSD Froject Fieparis
HCSD Ficparts

HCSD Test Repatts
HPLMC Reparts
LSUND Reparts
L5U5H Reports

B

£ 7start

e %Select Repart for s ... |
i

Dales

.07 PM
L0 13014 =

Step Action

The Launcher opens Crystal Reports and displays the Crystal Select Report window.
The first time that you open Crystal, the Select Reports box may appear blank.

! PS Desktop - Citrix online plug-in

Select Report for PS 9.1 Financials Reports (PSFSRPT)

Directory

Jo

||7 feep launcher open when unring reporl

Fiepurt Lacation

Fiepart Name

I [=1 3

Erowse..

BRFHM Feports
BRFHS Fepots
EACMC Reparts
HCSD Admin Reports
HCSD Frojeet Fieparls
HCSD Ficparts

HCSD Test Repatts
HPLMC Reparts
LSUND Repatts
L5USH Repotts

B

£ 7start

4_5 % Select Report for P..
i

Dales

2,07 PM
0 Lanje =
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Step Action

9. The “keep launcher open when running report” check box will keep the launcher
open thus allowing the users easy navigation from one report to another report
without re-launching the Crystal Application. Place a check in the box that reads
“keep launcher open when running report” to ensure this window remain open after
selecting your report.

i PS Desktop - Citrix online plug-in

Select Repott for PS 9.1 Financials Reports (PS9FSRPT) _[O] =]
Directory
|V.\Peup\eSuf|\Clyslal91Launcher\BHFHS\ Browse...

[% keep launcher open when running repart

Fieport Lacation Fiepart Name

BRFHS MGT SUMMARY - ALL GROUPS.mpt
BRFHS Transaction Detail. rpt

EACMC Freparts
HCSD Admin Reports

L5U5H Reports

[7start

208 PM
P 1f30/14

4_5 % Select Report for P...
i

Step Action

10. Select your Business Unit under the Report Location field to populate a listing of
report available for that location.

Click the BRFHS Reports or BRFHM Reports list item.

11. A list of available reports displays in the Report Name pane.

12. This concludes the Logon to Crystal Report via PS9.1 Launcher.
End of Procedure.
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BRF Transaction Detail
Procedure
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In this section you will learn how to run the BRFHS/BRFHM Transaction Detail - Periods

Report.

! PS Desktop - Citrix online plug-in

Select Repott for PS 9.1 Financials Reports (PS9FSRPT) _[O] =]
Directory
|V.\Peup\eSuf|\Clyslal91Launcher\BHFHS\ Browse...
I# keep launcher open when wunning ieport
Report Location Repart Name:

BRFHS MGT SUMMARY - ALL GROUPS.mpt
BRFHS Transaction Detail. rpt

EACMC Freparts
HCSD Admin Reports
HCSD Froject Fieparis

L5U5H Reports

£ 7start

4_5 % Select Report for P..
i

2:27PM
0 Lanje =

Step Action

1. C|ICk the BRFHS Reports or BRFHM Reports list item.

2. Click the BRFHS/BRFHM Transaction Detail.rpt list item.

|E=FEFHS Tranzaction Detall.rptl

3. Click the Start button.
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i PS Desktop - Citrix online plug-in
<

Fle Edt View Insert Format Database Report Window Help

iDg-dSpR&a&lsBEso-o- DB E M

: TA A B ID|E o ©8 %
iEEEE @0 5283 v -E) AL | E PHIOO

@R This report could nat be apened far writing, Ainy changes must be
WY <avedto a new e,

Zi40PM
® 1/30/14

Lrstart| Crystal Reports
J = “" ¢l il

Step Action

4, The launch process may display a dialog box with a message that the report could
not be opened for writing.

Click the OK button.
oK

5. To run the report from the template, click the Refresh icon on the tool bar that looks
like circular arrows or press F5.

Click the Refresh button.

e

bl

6. Enter the following Values:

Department: Enter the desired Dept ID or a partial entry, e.g. 2059050
Fund Code: Enter the fund code or wildcard, e.g. %

Program Code: Enter the Program Code or wildcard, e.g.%

Class Field: Enter the Class field or wildcard, e.g.%

Project: Enter the Project number or the wildcard, e.g.%

Page 8
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ine' PS Desktop - Citrix online plug-in 10| x|
¥ Crystal Reports - [Query Name: SHR_TRANS_DTL] = v‘

File Edit ‘Yiew Insert Formgt Database Report  Window Help

iDg-BI8R a4 EF S AR R=RE K- IR =N
i | ‘AAIBIHI§§§§|A-D-’j__'}|$,%.amoouo.
1 5 /A A B bt €0 P02 88 E 7ol A A E AR DO Lof 1+ » oM
Query Name: SHR_TRANS_DTL x Field Ex... & X
Design  Preview x £ ‘ B o
# [J Database
G
- . JFx FarmulaF
Paramete
= Running T
{8 Group Nan
Enter Yalue(s) [X] A spedal Fie
Department: 2053050
Fund Code: % ﬂl
Program Code: | %
Class Field: %
Project: %
Beginning Date: WWDUQDHﬂ
Ending Date: r-ﬂ

T Groups

()] parameters

£ Find

Accessing Database

Step Action

7. Enter the following Values (cont.)

Beginning Date: Enter the beginning date for which the report is run, e.g.
10/01/2013
Ending Date: Enter the ending date for which the report is run, e.g. 10/31/2013

8. Click the OK button.

OE. I

9. This completes BRFHS/BRFHM Transaction Detail.
End of Procedure.

BRF Summary ALL

Procedure

In this section you will learn how to run BRFHS or BRFHM Summary All.
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! PS Desktop - Citrix online plug-in

=

Select Report for PS5 9.1 Financials Reports (PSIFSRPT)
Directory

[ PeopleS oftCrystald1 Launcher BRFHS Erowse..

I~ keep launcher open when runring report

JE[=]E3

Repart Lacation

Fiepart Name
BEFHM Fieports

BRFHS MGT SUMMARY - ALL GROUPS.ipt
BRFHS Transaction Detail pt

EACMC Fieparts

HCSD Admin Reports

HCSD Froject Ficparts

HCSD Ficparts

HCSD Test Reparts

HPLMC Reparts

LSUND Reparts

L5USH Reports

£ 7start

4_5 % Select Report for P..
i

F13PM
0 1/30/14

Step Action
1.

Click the BRFHS Reports or BRFHM Reports list item.

Click the BRFHS/BRFHM MGT SUMMARY - ALL GROUPS.rpt list item.
[BRFHS MGT SUMMARY - ALL GROUPS.rpt |

3. Click the Start button.
Start

Page 10



.

University Health™
Shreveport

Training Guide
BRF Crystal_Reporting_9 1

Sy

! PS Desktop - Citrix online plug-in

Fle Edt View Insert Format Database Report Window Help

DE-BISBES s B - - TEHGYRERH

cA A B I U|EE

HiEnR ]

JA-O-=BL]s e

I fio 2Ed vole Ak AE I BEel

Invalid Printer x|

4. This report uses an invalid printer. The deFault printer wil be used
!5 instear

£ 7start

3116 PM
® 1/30/14

"7 4P crystal Reports
= j‘
i

Step

Action

4.

A Dialog box may display with the following message:
"The report uses and invalid printer. The default printer will be used instead.”

Click the OK button.
oK

The launch process may display dialog box with a message that the report could not
be opened for writing.

Click the OK button.
Ok

To run the report from the template, click the Refresh icon on the tool bar that looks
like circular arrows or press F5.

Click the Refresh button.
—

Bl
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' PS Desktop - Citrix online plug-in & x|
= B—
file Edt Wiew Insert Format Database Report Window  Help
iDe- 388 2| & )
i IV
3= = moHh A [l 0 OH o4 1of 1+
BRFHS MGT SUMMARY - ALL GROUPS <
Design  Preview X
Groups
Department:
Fund Code: Cancel
Program Code:
Class Field:
Project:
As of 0
Accounting l—
Fiscal Year: 0
[ElFisld Ex... | ¥ ReportE..,

For Help, press F1

L7start MEJ “} Crystal Reports - [... p ?1'/1370/?:
Step Action

7. Enter the following:
Department: Enter the desired Dept ID or a partial entry, e.g. 2059050
Fund Code: Enter the fund code or wildcard, e.g. %
Program Code: Enter the Program Code or wildcard, e.g.%
Class Field: Enter the Class field or wildcard, e.g.%
Project Id: Enter the Project number or the wildcard, e.g.%
As of Accounting Period: Enter the period for which the report is run, e.g. 10
Fiscal Year: Enter the Fiscal Year, e.g. 2014

8. Click the OK button.

ak. I

9. This completes BRFHS or BRFHM Summary All.

End of Procedure.

Run a Single Report for Multiple Departments

Procedure

In this topic you will learn how to Run a Single Report for Multiple Departments.

Page 12
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is' PS Desktop - Citrix online plug-in 10| x|
¥ Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS] - o x|
File Edit Yiew Insert Formgt Database Report Window  Help
iDe-8SsRS ic} e-llfEde R R &
i | 7 B JU|== - o g
IWEZOHON 0B Dio S| 488 & i 1of6 r M
BRFHS MGT SUMMARY - ALL GROUPS 3
Design | Preview x
Groups =
= BAFHSMGTS — py
2053050 2059030
F&ALY:
0.00
A B [4 o} E
Prior TR Curent TR Cument TR Fiscal
Acet Descrigtion Budg Bal Bude Adj Budg Bal C““i’ﬁ"ﬂii“"d het
502000 Salary-BiweeklyRegular Pay a0 ooe a0 ooe 3
502001 oo 000 oo 000
502500 Salary-Biweskly Overtime o008 oon o008 oon
BudLevel  sp 0.00 000 oo 0.00
s10001 000 000 000 000
512000 Medicare Fica Tax ooe ooe ooe ooe
S13000  Fica Tax oo 000 oo 000
514000 Unemployment Compensation ooo ooe ooo ooe |
Bud Level  g5) (X ooe 000 ooo
535450 Sales Tax Expense o0 oon o0 oon
Pl y BudLevel 53 0.00 00 0.00 00
7}9 """"" 546700 Office Supliss 000 0.00 000 0.00
-] Groups 547200 Other Supplies 000 000 000 000
(7)) Parameters BudLevel 354 w00 won won 0o
— Direct Exp enses 0.00 0.00 0.00 0.00
#- Find Total Expenses L) oo e LT
Total for Project: 000 o000 00 o000 ‘v
] ﬂ_l
For Help, press F1 23114 Bi18AM Records: 23 07,211 1.2%0.2 ERET et 0} ()

NOTE: From the previous exercise, the University Health Summary Report is
open on the desktop. This report was previously run for department number
'*2059050". In this exercise, you also need to run this report for department
"'2059157".

To run this report for the next department, click the Refresh button.

s

Ky

Click the OK button.
O

Enter the following:

Department: Enter the desired Dept ID or a partial entry, e.g. 2059157

Fund Code: Enter the fund code or wildcard, e.g. %

Program Code: Enter the Program Code or wildcard, e.g.%

Class Field: Enter the Class field or wildcard, e.g.%

Project Id: Enter the Project number or the wildcard, e.g.%

As of Accounting Period: Enter the period for which the report is run, e.g. 10
Fiscal Year: Enter the Fiscal Year, e.g. 2014

Click the OK button.
Ok,

Notice the report is refreshed with the new department data. Repeat these steps for
each department needing this report.

Page 13
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Step Action
6. This completes Run a Single Report for Multiple Departments.
End of Procedure.
Crystal Report Viewing Options
Crystal Report Viewing Options
Procedure
In this topic you will explore Crystal Reports Viewing Options.
JRETET
¥ Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS] - = x‘
File Edt View Insert Format Datahase Report  Window  Help
NE-HISREEAI BB o. - o-|BBEHESD R M
&l S A A B 2 | A-[Fl-of B el
IMEZOHNSAN OB D:0 S A ARE | BAes iy M4 Lof 169 (]
GI:”;;FHE MGT SUMMARY - ALL GF 2 |
2058160
2058350
2056443 PH w60 Suoean Bepart  Dwedliam W34 Sddd

2058450 3 afPo ot Y wmia

2058720
2056740
20588310
2056315
2058820
2056330
2058835
2056240
2058850
2058860 e
2058330 MR Ol Sy ‘
2058893 Bl s

2058300 h:l-!‘;:;
2058302 Totlfor e

2058350
2058330
2053001
1 2NRANGN

T Groups

()] Parameters

4 Find

For Help, press F1 2/3i14 B.57AM Records: &11

Step Action

1. The Preview window is composed a hierarchical listing of the items on the left side
of the screen and the detailed report displays on the right.

Click the Expand button in the Preview section.
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Step

Action

2.

Each section contains scroll bars to navigate through the item lists.

longer being used for University Health.
Once the desired code is located, click on it to select it for review.

Click the Expand button for Total Expenses/Direct Expenses.

The hierarchical view may be used to select a particular section for review. The + in
front of each line item indicates there are additional components to the hierarchy to
view. Continue to click on the + until the desired section is obtained. There will be
four + that will be blank, this is due to the funds, programs, classes, and projects no

Click the Expand button for 54.

i PS Desktop - Citrix online plug-in
‘ib Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS]

~=lolx|

Fle Edt Wiew Insert Format Dstabsse Report Window Help

S-S EA4 Beo-c-DBVeS R &
i 3 A B I U|EEEEIA-O-= L]
B EZ OO DM i0B|8E v AxLE BB M 4 1of 168 (]

BRFHS MGT SUMMARY - ALL GROUPS X

- = x|

Design  Preview X

Groups
= BRFHS MET SUMMARY - ALL GROUFS  «
2058160

2068350
2058443

=) 2058450
=
a
]
g
B Total Expenses
) Diet Expenses
EE]

545700

s45720

546700
2056720
208730
2050810
208815
2050820
208530
2050835

+ 2MREA4N 'LI
Al I»
- Groups

()] Parameters

4 Find

For Help, press F1 2(3{14 Bi57AM Records: 811

|
Step Action
4, Click the 545700 list item.
R45700
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¥ Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS] - O X ‘

File Edt View Insert Format Database Report  Window Help
iDE-BISBRL| 4 BE [PEsee M
i JEA s B LU E=E==|A--=F8

 HEIOHAN0D DL®@ oS8 S AkLE B i

BRFHS MGT SUMMARY - ALL GROUPS

P
L s
()] parameters e
For Help, press F1 2i3f14 &57AM Records: 811 | i =l — |
Step Action
5. The page containing the selected data will display in the preview section of the
report.
Click the Show Next Page button to go to the next page.
2
6. Click the Show Last Page button to go to the last page of the report.
7. Click the Show Previous Page button view the previous page.
8. Click the Show First Page button to return to the first page .
9. Click the Plus button on the Zoom toolbar in the bottom right corner of the screen to
increase the report font and display size.
10. Click the Minus button on the Zoom toolbar in the bottom right corner of the screen
to decrease the report font and display size.
11. This completes Crystal Report Viewing Options.
End of Procedure.
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In this topic we will learn how to Export Report to a PDF File.

¥ Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS]
File Edit Yiew Insert Formgt Database Report Window  Help

-BIGBAS| 4B -c-fEhe s Bia
il s A B LD E===|A-[] 8=

i PS Desktop - Citrist online plug-in

81

- = x|

iMmE Z g AN O DM@ ig S| 7S A& E|Ee

4 1of 169 L]

BRFHS MGT SUMMARY - ALL GROUPS

Design  Preview x|
Groups
= BRFHS MET SUMMARY -ALL GROUPS =
20RE1D
2058380 = e
05443 st
= 2058450 o
=
= —
frrrpee———
=] Hdlewd 46
2] o
Bl Totsl Exprsss s e e
I Direct Evpensss o o
B 54 -
545700 [—
ey i
[l
545700 I
2058720 [——
2058790 e,
2058310 T
2058815 o B
2058320
2058830
205ER35
T+ 2MRAR40 -
Al I
T4 Groups
(2)] Parameters P taflie
4 Find

For Help, press F1 2{3j14 8:57AM Records: 811

Step Action

Click the Export button.
s
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ins' PS Desktop - Citrix online plug-in 10| x|
> I = 1 _ = x|
File Edt View Insert Format Database Report  Window Help
DE-HISEEE s By o-c-[DEHE Y BIH

| A A B I U JA-F-=BLa|s

IHEZOHON ORMYDI0 S (88 v E A E|Ee 1o 169 r M

BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x
Groups
= BAFHS MGT SUMMARY - ALL GROUPS &

2068180

056350 B . B S rgmridimaGgan DecaTen o 05

2053443 [

o
=
= Farmat:

) Total Expenses
[ Direct Expenses

Destination: Cancel

& e -
_conel |

RN [ Diskfie -l Help
545700 )
ey Description
Adobe Acrohat Format is & page-based format that produces documents ;l
546700 intended For printing and redistribution. Acrobat format will expart both
2058720 formatting and layout consistent with the report's sppearance on the
Preview tab, b2
2052835
w1 2MRRA4N .
Al [+
T Groups
s

()] parameters

42 Find

For Help, press F1 2{3j14 B57AM Records: 11

Step

Action

The default Export Options are PDF format and Disk File Destination.

Click the OK button.
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Fle Edt Yiew Insert Format Database

% PS Desktop - Citriz online plug-in

Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS]

Report  Window  Help

DE-HISEEE s B o-o-[DEHE D BIH

()] parameters

42 Find

i | & A B 70| JA-E-=Ba]$ 0 %@
IHEZOHEEON 0ORM®DIi0E (£ 7S ALE BEE SO 4 1o 169 r M
BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x|
Groups
= BRFHS MGT SUMMARY - ALL GROUPS  «
2058150
2058350 B . B Brepanitie s Tuan Owalos 24 o
2053443 i
=) 2058450 "
E -
a _
= Pags range
S| & Al
) Total Expenses -
[ Direct Expenses Page range
= 54 From i To: |1
545700
545720
546700 I Create bookmarks from group ize
2058720
2058730 Cancel
2053810
2058815 ettt
2053820
2058830
2053835
L 2IRARAN .
A I
T Groups
Pt

For Help, press F1

2i3i14 &57aM Records: 811

Step

Action

e OF

Click the OK button on the Export Options window.

Page 19



Training Guide

BRF Crystal_Reporting 9 1

Eﬂg University Health™

2068720

2068835
1 2NRARAN
Ll

o™

7% Computer
&L, Citrix Server Syste
(a Citrix Server K-Driv
59 daol iientfies.~]

File: name:

@«

Metwork.
System Folder

Penplesoft Class Registration System -
Admin

Shreveport
is' PS Desktop - Citrix online plug-in 10| x|
¥ cr - o v‘
File Edt WView Insert Format Database Report  Window  Help
DE-HISEEE s B o-c-[DEHE Y BIH

i JJa AlB 1 U A-O-cBSB|s
IHEZOHON ORGSR 0 S [8EE 7o E A E|Ee 1o 169 r M
BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x|
T +f Choose Export File |
= BRFHS MGT SUMMARY - ALL GROUPS  « OO B pesiion - ~ &2 [ Search Deskiop @]
2068160
058350 L
F Organize v  New foldsr - o
2068443 : = L
= 2058450 B
5 I Favorites Libraries
a B Deskiop System Foldsr
= & Downloads
B ] Dualey, Wanda G.
] Total Expenses 4 Lbraries & System Folder
B Direct Expenses B bocumerts
= 54 2
545700 ot Music ' | Computer
545720 5] Pictures [ System Folder
546700 B videos i

T4 Groups

()] parameters

+ Hide Folders

42 Find

Save as type: [Crystal Repart (* rpt)

For Help, press F1

2{3j14 B57AM

Records:

&1l

Step Action

B

Click the Up button of the scrollbar to locate Desktop. Desktop will be on the left of
the dialog box.
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is' PS Desktop - Citrix online plug-in 10| x|

+

File Edit View Insert Formgt Database Report  Window Help

DE-HISEEE s B o-c-[DEHE Y BIH

A& 4B 2 U |A-F-T BB 1 o &

I MEZOESNN 0O DLW Di0 S (s v S A LE| BRSO 4 10F 165 y oM
BRFHS MGT SUMMARY - ALL GROUPS

Design  Preview x|

+f Choose Export File |

Search Deskiop @]

Groups

[ BRFHS MGT SUMMARY - ALL GROUPS & OO
2058150

esktap ~

2058350 © F Organize v Mewfolder > @) | e e
2068443 [P
= 2058450 = -

= W Fawvoarites Libraries

= B Deskiop System Foldsr
= & Downloads
B 3 Dogley, Wanda G,
£l Totsl Expenses 4 Lbraries & System Folder
8 DE‘"eCt Expenses @ Documents - =
545700 ) pusic B computer !
B45720 [E=5] Pictures L System Folder .

546700 B videos |

2058720 A hetwork
2058730 1% Computer | System Foider
2053810 %

2058815 &L, Citrix Server Syste

ot s Citrix Server KD ;ed?ﬂ‘esnft (lass Registration System - J

2058830 59 daol iientfies.~] Tnbarmat Shortt
2066835
 2MRRA4N 'ﬂ FEORETE |
Al i3 Save 55 types [Crystel Report (*.rpt) =l

T4 Groups
ide Folders Cancel

()] parameters

42 Find

For Help, press F1 2{3j14 B57AM Records: 11

Training Guide
BRF Crystal_Reporting_9 1

Action

Click the Desktop button.
Desktop

i PS Desktop - Citrix online plug-in 1ol x|
¥ o

File Edit View Insert Formgt Database Report  Window Help

DE-HIasisnBeo-c-[DEHEe Y BH

i A& a8 2 U] JA-O- =SB $ 0 %@

fRmEZgHEON OB D028 7S A E B M4 10f 169 » M
BRFHS MGT SUMMARY - ALL GROUPS

Design  Preview x|

~f* Choose Export File E| |

Search Deskiop @]

Groups

[ BRFHS MGT SUMMARY - ALL GROUPS & OO
2058160

2058350 F Organize v  Hew foldsr
2058443

esktap ~

2058450 B
= 7 Favorites Libraries
= B Deskiop System Foldsr
a 4 Downloads -
B ] Daoley, Wanda G. X
El Total Expenses i Lbraries & System Folder -
S| DE‘lrect Expenses B bocumerts -
545700 o pusic B computer "
Ba5720 [ Pictures (58 System Folder e
546700 B videos i = m

2068720 " Metwark
2058790 188 Computer | System Folder
2052810 t

&L, Citrix Server Syste

2050815 )
2058830 ( Citrix Server K-Driv Peopissaft Class Regitraton Systen
2050830 S8 woloolts (entfies. ™) HEETEL DT oo =l
2054835
1 PnRARdN 'J Fil rams: = |
Al S— I» Save as type: [Crystal Repart (* rpt) 4|

T Groups
= Hide Folders e

()] parameters

A

42 Find

For Help, press F1 2{3j14 8:57AM Records: 811
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Step Action

6. NOTE: Make sure the Save as type: is set to the PDF option.

Click the Save button.

Save

7. This completes Export Report to a PDF File.
End of Procedure.

Export Report to an Excel File.

Procedure

In this topic you will learn how to Export Report to an Excel File.

is' PS Desktop - Citrix online plug-in 10| x|

¥ Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS] - = x|

Fle Edt View Insert Format Database Report Window Help

DE-BISEalsbBen-c-FEned M

i A A B 2 U S S|A -8
imEZOHAN O DD i0 S (28 7o EAxLE BRSO 4 1of 169 r oM

BRFHS MGT SUMMARY - ALL GROUPS

Design | Preview X

Groups
= BRFHS MGT SUMMARY - ALL GROUPS  «

2058180

2058350

2053443

= 2058450

=
=
=
S|
) Total Expenses
) Direct Expenses
ER)

545700
B457201
546700

2065720
2058730
2068810
2058815
2068820
2058330
2058835

w2MRRA4N .
A b

T Groups

()] parameters

4 Find

For Help, press F1 2{3j14 B57AM Records: 11

Step Action

1. Click the Export button.
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i PS Desktop - online plug-in

+

Fle Edt View Insert Format Database Report Window Help

DE-BISsA@snBeo-c-[DEPHE e BIH

ol
- o x|

42 Find

7 A A B I ==| A-[]-of &2 o G o
mECIOHHAN 0O DLMyD 0 8l 7 - |G A N | B AR Hod Lof 163 » oM
BRFHS MGT SUMMARY - ALL GROUPS 3
Design  Preview x|
Groups
= BRFHS MGT SUMMARY -ALLGROUPS &
2068160
2058350 =T Y PRS——— use
2068443 e
™
= e :
= .
=] Format: -
g oK :
= o ] ,
I Total Expenses Car— Cancel
I Diect Expenses
= 54 =9 Diskfile -l Help
545700 )
e Description
Microsaft Excel Farmat is a page-based format that converts your a
546700 report contents inta Excel cells and retains mast repart formatting but
2058720 does not export line or box objects Ffrom your report. Microsoft Excel
2058730 has alimit of 256 columns in a worksheet and hence, any report object x| | [+
2068810
2058915 —_ —_
2058820
2058930
2058835
w1 2MRRA4N .
A s
T Groups
[ et e

For Help, press F1 2{3j14 B57AM Records: 11

Step

Action

Click the OK button.
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ins' PS Desktop - Citrix online plug-in 10| x|
¥ cr - o x|
File Edt WView Insert Format Database Report  Window  Help
DE-HISEEE s B o-o-[DEHE D BIH
gl o] YA x| B I U Aot @Bl
IHEZOHON 0ORMYDI0 S8 v-E AN E|Ee 1o 169 r M

BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x|
Groups
= BRFHS MGT SUMMARY -ALLGROUPS &
2068160
2058350 TR | vew B S rrgmridim e Ggar DcaTon o 05
P e
o 2058450 Excel Format Options |
8 Colurn width
=
o & Colurnn width based on objects in the [whole Report BN
= " Congtant column width (in points) 36.0 i
= Total Expenses "
[ Direct Expenses  Export page headers and page footers Once per report -
E 5
945700 [T Create page breaks for each page rF'age (TR
545720 + All pages N
™ Canvert date values ta stiings -
545700 - F T -
2058720 I~ Show ridiines | ° i N
2058790
2068810 Cancel
2058915 -
2058820
2058930
2058835
w1 2MRRA4N .
Al >
T Groups
[(Dlparameers i
4 Find
For Help, press F1 2i3(14 &57AM Records: 811

Action

Click the OK button.
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Shreveport y _Rep 9_9_
e
» Crystal R SUMMARY - AL ) Z= x|

File Edt WView Insert Format Database Report  Window  Help
DE-HISEAEsnBeo-c-[DEHE D BIH
Al 7 A At | B 1 U | A - [] -t o
HEZOHON OB DioS|sEs - &) A A B | E e 4 1o 169 r M
BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x|
T +f Select Export File |
= BRFHS MGT SUMMARY - ALL GROUPS  « OO B pesiion - ~ &2 [ Search Deskiop @]
2058160
058350 L
F Organize v  Hew folder = s
053443 : c L
= 2058450 o =
5 I Favorites Libraries
a B Deskiop —— 1| System Folder
= & Downloads
B ] Dualey, Wanda G.
] Total Expenses 4 Lbraries & System Folder
[ Direct Expenses B bocumerts
= 54 2
545700 ot usic ' | Computer
545720 [E5] Pictures [ System Folder
546700 BB videos i |
2058720 B etuiork
058730 1% Computer | System Foider
053310 %
osanT5 &L, Citrix Server Syste o
gt s Citrix Server K-Driv Evaluation Template
= Microsoft Office Excel 37-2003 Work... =
058830 S5 wdool1$ (hentfi e
2052835
= Srernan lj File name: |
q- 000 I S 55 typas [M5 Excel 57-2000 Warkbook(* x15) =
T Groups
% Hide Folders Cancel
()] parameters /
4 Find

For Help, press F1 2{3j14 B57AM

Records: 811

Step

Action

box.

-]

Click the Up button of the scrollbar to locate Desktop on the left side of the dialog
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Shreveport

i PS Desktop - Citrix online plug-in

1)

File Edit View Insert Formgt Database Report  Window Help
DE-HISEAEsnBeo-c-[DEHE D BIH

[ A& 4B 2 U A-O-T BB $ 0 oy
iEmEZOHAN O DWMODi0E |28 7o E A E | Ee RO |

1of 169 P M

BRFHS MGT SUMMARY - ALL GROUPS

Design  Preview x|
T ~# Select Export
= EHF;;;QI;; SUMMARY -ALL GROUPS & OO Desktap ~ Search Deskiop
2058350 F Organize v  Hew Foldsr
2058443
= 205850 S —
= 7t Favorites Libraries
a B Deskiop System Folder
= & Downloads
B ] Dualey, Wanda G.
] Total Expenses 4 Lbraries & System Folder
5 Dioc Exparer & boments
545700 ot usic B computer
545720 [E5] Pictures [ System Folder
546700 BB videos i
2058720 N—
s 18 Computer || System Folder
= %
osmets &L, Citrix Server Syste i
Evaluation Template
(o Cikriz St K-Dr
2058820 S Crin Server By - -ﬂ Micrasaft Office Excel 97-2003 Waork. . =
2054830 S8 welool1 (Wentfile TEE | 40 e
2054835 -
1 PMEARAN 'ﬂ glenane =l
Al i3 S 55 typas [M5 Excel 57-2000 Warkbook(* x15) =l
T Groups
) Parameters
4 Find

For Help, press F1 2{3j14 B57AM

Records: 811

Action

Click the Desktop list item.

i PS Desktop - Citrist online plug-in

» Ci Re MARY

File Edit View Insert Formgt Database Report  Window Help
DE-BIasisnBeo-c-[DEHE Y BH

i | A B 7 U] A--ct @B s » o0 p o
fREZOHON 0B Di0E 428 7S A& GEBREE IS O 4

1 of 169 M

BRFHS MGT SUMMARY - ALL GROUPS

Design  Preview x|
— - Select Expart File
[ BRFHS MGT SUMMARY - ALL GROUPS  ~ OO Desktop ~ Search Deskiop
2058180
2058350 F Organize v  Hew Foldsr
2053443
= 2058450 = -
- 7 Favorites Libraries
B Deskiop System Foldsr
= =al
= 1§ Downlbads
B 3 Dogley, Wanda G,
E Total Expenses i Libraries & System Foldsr
= DE"e;:E"Pe“eS [ Documents
545700 ) music B computer
B457201 [&) Pictures (S System Folder
546700 BB videos i
2058720 B etuork
2058730 1% Computer | System Foider
2053810 %
ki &L, Citrix Server Syste -
i s i Server K-Driv 5 Evalustion Template
— &l Microsoft Office Excel 97-2003 Work... =
2058830 59 doolL (tientfies T TEEN | e id
2053835 =
[ 2NRARN 'ﬂ J
Al [» Save a5 type: [M5 Excel 97-2000 Workbook(* <) |
'Ej Graups
()] parameters 4
47 Find

For Help, press F1 2{3j14 8:57AM

Records: 811
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Step Action
6. NOTE: Make sure the Save as type: is set to Excel.

Click the Save button.

Sawe

% P5 Desktop - Citrix online plug-in ;IEI_I
> Crysta T SUMMARY - ALL GROUPS] = x|

b Crysta

Fle Edt View Insert Format Database Report Window Help

EE=EA- N Ne N -

i H A B ZDU|E
T o 3 ot @y S i O 1 of 189 b M
BRFHS MGT SUMMARY - ALL GROUPS
Design  Freview x
Groups
= BRFHS MGT SUMMARY -ALLGROUPS &

2058160
2058350 s
2058443 Fase
= et
=
8 ! =
5 | Evporing Fievords
B Curent Total
1 Talal Espenses
1 Direct Expenses Frecords 5 11
E
545700
545720 100 % Complete
545700
2058720
2058790 Canoel
Seanto

2058815

2068820

2058330

2068835

1 2NRARAN 'ﬂ
Bl I»

T Groups

()] parameters

42 Find

2i3i14 @57AM Records: 811

For Help, press F1

Step Action

7. This completes Export Report to an Excel File.
End of Procedure.

Saving to Local Hard Drive

Procedure

In this topic you learn how to Save a Report to a Local Hard Drive.
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% PS Desktop - Citrix online plug-in

Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS]
File Edt View Insert Format Database Report  Window Help
iNE-HISRL 4 bR -c-[BEINEIH
" F]a s |B I U | A~ oot @B 6 1 o g %

=

- = x|

15
iEE I OBT N D00 S (45 S A E A M4 10f 163 r M
BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x|
Groups
= BRFHS MGT SUMMARY -ALLGROUPS &
2068160
2058350 FH I TE 8 remzaridue oa rr Lapar
2068443 e
=) 2058450 o
=
= Py —
e ———
g

[r—

2]
1 Total Expermses s
[ Direct Expenses .
M
B 54 Sl
545700 R
e i
il —
545700 8
2058720 [
2058790 Ftart 4
20RE810
2058815
2054820
2054830
2054835
1 2MRAR4N had
Kl I»
T Groups
[ paanes tern
4 Find
Far Help, press F1 203014 @ETAM Records: 811 (=)

Step

Action

Click the Export button.
=
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i PS Desktop - online plug-in

+

Fle Edt View Insert Format Database Report Window Help

DE-BISsA@snBeo-c-[DEPHE e BIH

ol

42 Find

o] A& A B T ==|A-[ .= B= % g o
 MEIOAHANOD DG ig Bl wolm N E | BA R M d 1of 169 r M
BRFHS MGT SUMMARY - ALL GROUPS 3
Design  Preview x|
Groups
= BRFHS MGT SUMMARY -ALLGROUPS &
2068160
2058350 B s Y PRS——— oat
2068443 e
™
= e :
= .
=] Format: -
g oK :
= o ] ,
I Total Expenses Car— Cancel
I Diect Expenses
= 54 =9 Diskfile -l Help
545700 )
e Description
Microsaft Excel Farmat is a page-based format that converts your a
546700 report contents inta Excel cells and retains mast repart formatting but
2058720 does not export line or box objects Ffrom your report. Microsoft Excel
2058730 has alimit of 256 columns in a worksheet and hence, any report object x| | [+
2068810
2058915 —_ —_
2058820
2058930
2058835
w1 2MRRA4N .
Al >
T Groups
[(Dlparameers i

For Help, press F1 2{3j14 B57AM Records: 11

Step

Action

Click the OK button.
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ins' PS Desktop - Citrix online plug-in 10| x|
¥ cr - o x|
File Edt WView Insert Format Database Report  Window  Help
DE-HISEEE s B o-o-[DEHE D BIH
gl o] YA x| B I U Aot @Bl
 MEIOQEHONO D@D i0 =S8 7o lEALE BS 1of 169 r M

BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x|
Groups
= BRFHS MGT SUMMARY -ALLGROUPS &
2068160
2058350 TR | vew B S rrgridemarnGar DecaTen o 6
P e
o 2058450 Excel Format Options |
8 Colurn width
=
o & Colurnn width based on objects in the [whole Report BN
= " Congtant column width (in points) 36.0 i
= Total Expenses "
[ Direct Expenses  Export page headers and page footers Once per report -
E 5
945700 [T Create page breaks for each page rF'age (TR
545720 + All pages N
™ Canvert date values ta stiings -
545700 - F T -
2058720 I~ Show ridiines | ° i N
2058790
2068810 Cancel
2058915 -
2058820
2058930
2058835
w1 2MRRA4N .
Al >
T Groups
[(Dlparameers i
4 Find
For Help, press F1 2i3(14 &57AM Records: 811

Step Action

Click the OK button.
(1] 4
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i PS Desktop - Citrix online plug-in

» o

Fle Edt View Insert Format Database Report Window Help

DE-HISEAEsnBeo-c-[DEHE D BIH

o] A s |BZU|SE===|A- [ -5ES Yo i
EHEZIOENN0 DD 02|58 7o S A E | Ee S OH A 10f 169 » M

BRFHS MGT SUMMARY - ALL GROUPS

Design  Preview x|

Hide Folders

()] parameters

42 Find

Groups ~* Select Export File
= EHF;;;QI;; SUMMARY -ALL GROUPS & OO Desktap ~ Search Deskiop
2058350 F Organize v  Hew Foldsr
2053443
= 2058450 -
= I Favorites Libraries
= B Deskiop System Folder
= & Downloads
B ] Dualey, Wanda G.
] Total Expenses 4 Lbraries & System Folder
a DE‘lrect Expenses S poruments
545700 & Music B computer
545720 [E5] Pictures [ System Folder
546700 B videos . m
2058720 N— "
2056790 188 Computer | System Foider -
2053810 %
osmets &L, Citrix Server Syste in
sz S Chnx server ot et ke Eeslo7 2005 s,
2056830 5 ool (ienties 2 oo I~
2053835 -
1 2NRARAN 'ﬂ J
Al _ i3 S 55 typas [M5 Excel 57-2000 Warkbook(* x15) =l
T Groups

For Help, press F1 2{3j14 B57AM Records: 11

Training Guide
BRF Crystal_Reporting_9 1

Step Action

4. Click the Down button of the scrollbar to locate "Local Disk (C:).

i PS Desktop - Citrix online plug-in 1ol x|
¥ cr - = v‘
File Edit Yiew Insert Formgt Database Report Window  Help
DE-BIaMisnBeo-c-[DEHE Y BH
A alB U |A - - BB $ ¢ %@
iMmE Z g AN O DL @0 =282 7o E A E|Ee DM 1of 169 r o
BRFHS MGT SUMMARY - ALL GROUPS 3
Design  Preview x|
T - Select Export File
= BRFHS MGT SUMMARY - ALL GROUPS  « CK) Desktap ~ Search Deskiop
2058160
2058350 F Organize v  Hew Foldsr
2058443
= 2058450 -l
=] 8 Computer é'h'ta"ESF ”
a8 &L, citix Server System Drive (C:) Lyl VYt o
= . ( Citrix Server K-Drive (K:) .
4 . Dodley, Wanda G,
[ Total Expenses S wdonl1§ (Vientfllesrwr] (0:) '& System Folder
I Diect Expenses 9 afcsdats Clientflesrvr) (T:)
B 5 S ofdaky ({)entfilesrvr) (L) —
545700 . ; ) ' Computer
i 9 LSUMC-NO ENT {y\psfilesrvr) (1: L. i
caemm0 8 welooll (PSFILESRYR)User Tem :
2068720 (<4 CD/DVD Drive (Dt on CSSODK1) .
Local Disk (: on C5500K1) g letrork -
2058790 = i f System Folder o
2052810 (s Local Disk (E: on CESDDK1) %
2058915 ey
BRFHS MGT SUMMARY - ALL GROUPS
2058820 € Nebwork @ 7 Micrasaft Office Excel 97-2003 Waork. . -
2058930 0 | 2cn o
2068835
 2nRAdN 'ﬂ el =l
A Iv Save a5 type: [MS Excel 87-2000 Workbook(*.xIs) |
-Ej Groups
'~ Hidz Folders
()] parameters
4 Find
Far Help, press F1 2i3(14 Bi57AM Records: 811
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>

Step Action

5.
that begins with "Local Disk".

Click the Local Disk (C:) button.
| 3 Local Disk (C: on C55D0K1) |

Please note there are two C:\ drives available. Make sure you are selecting the drive

) Total Expenses
[ Direct Expenses

2068835
_I 1 2NRARAN
Ll

T Groups

()] parameters

4 Find

158 wdoolt$ (HentFiesrer) (01
F163 afcsdats (enthlesrvr) (T:)

=€ network

=1l

R
¥ Crystal Reports - [BRFHS MGT SUMMARY - ALL GROUPS] - =T X
File Edt WView Insert Format Database Report  Window  Help
H e = =
DE-HISEEAE s B o-c-[DEHE D BIH
i | & A B 70| i {0
IHEZOHON ORGSR 0S| 8EE 7o E A E|Ee M4 1of 168 M
BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview x
T Select Export File E| |
[= BRFHS MGT SUMMARY - ALL GROUPS & = p ~ Computer ~ Local Disk (C: on €55DDK1) = - m“ Search Local Disk (C: on €530, @]
2068160
058350 L --
F Organize - S Qi 93t
2068443 L
= 2058450 2l ame - Date morified =
8 =178 Computer : o TTro -
8 . @& crix Server System Drive (C:) . prmitflip 11/12{12 9:21 AM
= = [ [y Citrix Server K-Drive (K:) | Program Files 12/3/13 8:15 AM

+ QUARANTINE

. Snap Pictures

B 54 153 afdat$ (lentfilesrvr) (Ui -
545700 8 LSUMC-NG.ENT (Y\psfilesrvr) (v: - Feme
545720 | UPKS
546700 5 wdooll (}1PSFILESRVR{User Tem
2058720 €B/DVD Drive (D on CSSDOKL . upkinstall
[ ) : Users
Hea Local Disk (E: on C55DDK1)  Wideo
! Windows

3/5/12 8:20 A

4{25/11 1:21 PM
6/14/13 3:51 PM
419/11 2:52 PM
12/10§12 3:29 PM
1j2/14 12:05FM
82011 4:52 PM
2/3/14 7:55 A

File: name: IBRFHS MGT SUMMARY - ALL GROUPS

Save a5 type: [MS Excel 97-2000 Workbook(*,xIs)

= Hide Folders

[EN{EN IL|<|

A

For Help, press F1

2{3j14 B57AM

Records: 811

Step

Action

On the right-side of the dialog box locate the folder entitles "Users".

Double-click the Users list item.

. Users
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e
¥ e S MGT SUMMARY 5] — v‘
Fle Edt View Insert Format Database Report Window Help
DE-HISEEAEs By o -c-[DEHE Y BIH
gl Tl A A |B I U T R
EZOHON ORGSR 0S8 7oE AN E|EA D H 4 1o 169 ]
BRFHS MGT SUMMARY - ALL GROUPS
Design  Preview X
T +f Select Export File |
= BRFHS MGT SUMMARY - ALL GROUPS & Local Disk (C: on CSSDOK1) = Users + - | Search Users
2058150
2058350 . =
F Organize v  Mew Folder = =
2058443 L
= 2058450 2l Name - | Dats modied
=] 7% Computer
a £, civi server system Drive () 1. Administrator 11/29/11 10:48 AM
= = ca Citrix Server K-Driva (K:) 14 Public 7HIS[L1 8:13 AM
I Total Expenses 5 wdoolL§ (lentflesrir) () 1. rshelb 112511 10:45 AM
= Direct Expenses 9 afesdatd (ientfilesrer) (T:) 1 stidwe 11/12{12 9:21 AM
B 5 st 9 afdaty (lentfilesrvr) (U:) ) support 10/29/12 10144 AM
b 8 LSUMC-HOENT (V\psFilesrvr) (4 1 bwsshs 2116112 8:23 A0
S wdooll (\\PSFILESRYR\User Tem
548700 i J umc-master 2j4/12 2:09 PM -
058730 L} CDJDVD Drive (D: on CSSDDKL) "
psiichos  Local Disk (C: on CS5DDK1) 1. wdooll 1j21/14 8:03 AM Filfar o
2058810 (a Local Disk (E: on CSSDDK1) 1 wdoolz 112/14 12:05PM
2058815 1. wdools 1/2/14 12:04 PM
2058820 [ Sy—
2058930 * =] |
igzgijg 'j Fle name; | BRFHS MGT SUMMARY - ALL GROLPS
Ll I S 55 typas [M5 Excel 57-2000 Warkbook(* x15)
T Groups
\* Hide Folders Cancel
()] parameters /
4 Find
For Help, press F1 2{3j14 B57AM Records: 11

Step Action

7. Locate the folder with "Your User Name" next to it.

Double-click the username folder list item.

. widooll

Page 33



Training Guide _ "
BRF Crystal_Reporting_9_1 2 ghr::ﬁgﬂg Health

ins' PS Desktop - Citrix online plug-in 10| x|

¥ C

File Edit View Insert Formgt Database Report  Window Help

N BSR4 bBReo-c-|[fEHeY D&

gl JEA A B L U|SE=S==|A-[] @S

 HEIOHAN0 DM@ ios (8 v oAk LE Ee
BRFHS MGT SUMMARY - ALL GROUPS

1of 169 P M

Design  Preview x|
e +f Select Expart File
E EHF;;;;I;; SUMMARY - AL GROUPS & Lsers [Search wioat
2058380 .
FoOrganizs v Hew Foldsr = - o
062443 @
2EU53450 A Favcries 2l Hame - | Dats modied
a B Deskiop 1. .smplayer 943/13 1:39PM
- 18 Downloads F3Contacts 1176/13 743 800 :
2] 3 .
1 Total Expermses & Lbraries i Deskinp 127/14 12:22 M ]
= Direct Expenses @ Documents ‘DDWH‘DadS 1)21/14 8:56 AM
B 5 w700 I music L Favarites 1z 1221 M
5457201 [ Fictures 1. Fortrorfiy 3113 12:42 B
546700 B videos PLinks 11)6/13 7:49 AM -
;Sgg;;g £/ My Documents 1430/14 3:04 PM -
= -
2058810 I Computer 1) My Music 11/6/13 7:49 A
&L, Citrix Server System Drive (C:) . =
2058815 &I My Pictures 1/26/14 5:00 PM
P s it Server K-Drive (K:) -
2058830 3 wdool1s fentfiesryry 03 =] 21 | v
igziiig 'ﬂ File name: | BRFHS MGT SUMMARY - ALL GROLPS =
Ll | S 55 typas [M5 Excel 57-2000 Warkbook(* x15) =
T Groups
R o
()] parameters /4
4 Find
For Help, press Fi 23(14 fuSTAM Fearords 11

Step Action

8. Double-click the Desktop list item.
B Deskiop
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Records: 811

Step

Action

Click the Save button.

Save

10.

This completes Save a Report to the Local Hard Drive.
End of Procedure.
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