RMS

How To Generate A Report

Step 1 Bring up the record you wish to report on. Click on ‘Tools’,
‘Generate Report’. See below.
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Step 2 The box below pops up. Select ‘OK’. Ignore the message
about reporting tips
© Report Tool

Research Application Information is Confidential.

Report Tips:
- Default report format is PDF
- You can choose a different report format via

Tools == Reprint/Republish Menu
- You can View and Print the letter again at any time via
View -» Requests Menu

Cancel



Step 3 Another box appears to inform you the report has been
generated. Click ‘OK’.

‘ The report has bheen generated. Click on Yiew Cutput

in the next Window to View and Print.

Step 4 Click on ‘View Output’. A report will be generated as a
pdf file.
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