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Running Reports
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• Click on “View/Run” 
under the “Reports” 
section on the lower 
left side of the home 
screen
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Filtering Reports

• You can type free text 
in the “Reports:” box at 
the top of the screen to 
search for the report 
you want

• You can also select the 
report you want from 
the list of reports
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Primary Reports

• The primary reports 
that you will use are:

– Center Validation 
Report – Matched

– Center Validation 
Report – Unmatched

– Monthly Invoice 
Reconciliation

– Invoice Details All 
Centers

– Accrual Report
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Modifying Existing Reports

• Existing reports can 
be modified using 
two main tools:

– “Filter and Order”

– “Columns”
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Using “Filter and Order”

• Sorting can be done 
in the “Filter and 
Order” section using 
the drop-down 
menus in each 
column 
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Drop-Down Menus
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Using “Columns” to Modify Reports

• Column headings for 
reports can be 
selected from the 
“Available” box

• Highlight by clicking 
on the desired 
column heading and 
then click the right 
arrow to move it to 
the “Selected” 
section
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Changing the Order of Selected Columns

• The order that the 
columns are listed in 
the “Selected” box is 
the order that the 
columns will be 
displayed in your 
report

• The order can be 
changed by clicking 
on a heading in the 
“Selected” box and 
then using the up 
and down arrows to 
the right of the 
“Selected” box
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Exporting Your Reports

• Right-click on the 
dark grey column 
heading bar and then 
click “Export”

• Select between 
Excel, CSV, and 
PDF
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Sample Excel Export Output
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