Modifying Reports

* To modify a report enter “Y” to Override Levels and/or Criteria and press
enter). The following screen will appear. Highlight Accept and press enter.
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«  Highlight MODIFY.
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» Highlight the beginning of the line that has Program (in the NAME column),
and press enter. Continue to press enter until the cursor appears on the

Start Code column

* Change the number to the project number you wish to print and press enter

* Your cursor will now appear on the End Code column, change to the project
number you wish to print and press enter. (You may print a range of projects
or if printing only one project the Start and End codes will be the same.)

* Your cursor will now appear at the beginning of the line. Highlight ACCEPT at
the bottom of the screen, press enter and you will be returned to the report

set up screen (Section 7 - 8).

Section 7 - 10



