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Home Page

Set up Email Notifications

— Click on the Email Notifications Link
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—> Check the box next to what notifications you would like to receive
— Click OK
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My Favorites

’

— Go to the screen that you would like to set up in ‘My Favorites
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—> Click on the S in the upper right corner the screen
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—> Go back to the Home Screen by click in the button in the top right corner
— Put your mouse on ‘My Favorites’
— You will see all of the favorites you have set up.
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My Reports

All reports print to your my reports file. They never print directly to a printer. The my reports folder can be found on
the home page or in the upper right corner of the screen you are working in.
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—> Click on the folder to open
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New World Systems

— Click on the report you wish to view
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— Check the box next to the report and use the buttons across the top to

Delete @

o]
o Change the report Title @
o Refreshthe screen @

o Print &

o Email @
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