eHCSs How to view a Database Writer Report
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1. Click Reports System Tab
2. Click Reports Drop list and highlight Database Writer Report
3. Click View button if you are not redirected the DBWriter page
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Select Display Header
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e Click the Select a Report button
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e From the pop-up window, scroll down the list of any saved reports, then select desired report.
In this example select ‘Source Report December 2007’
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e Click the Get Rpt button
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e When the DB Writer Report appears, scroll through the report to be sure the data you want is
sufficient.

e As the report is quite lengthy, it is suggested that the report be downloaded to a flat file
format, which can be opened using Excel or another .CSV-compatible program

e To download the report, click the Download window button
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