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kB 1. Login to a room and navigate
U [P— to the Reports application

within the Navigation Grid.
-

2. The dashboard displays a list of Standard reports and their descriptions.
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4. The report view can be adjusted using the Zoom In/Out control. Users
can also search within the contents of the report.
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5. Reports can be exported to any of the listed file types

1
|_">f‘v

As PDF

As Excel (Paginated)
As Exce

As CSV

As DOCX

As RTF

As XLSX (Paginated)
As XLSX

See related job aid: How to Create Adhoc Reports
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