
1. Select Account Management

2. Under Account Management Reporting, select
Budgetary Data Mining



3. Set your view to All Report Types and filter to District Report Templates.

4. Select the report you want to run

5. Click Print

You can also click Excel to run the report in Excel rather than PDF.



6.Verify the date for the report

7. Click Print.

Note: The Print button will change to "Excel" if you're running the report in Excel.

Print Setup for Detail Reports Print Setup for Summary Reports



8. You will receive a pop up when the report is done.
Click View Report to view a PDF of the report. You
can then print the report or save it.

9. If you close the report before you were finished with
it, click My Print Queue to see a listing of the reports
you've run.



10. Select the report you want to view, then click View.

The Rerun button will rerun the report.

The Convert to Excel button will convert the PDF
file into Excel.


