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EDCATS REPORTS





GENERATING SUMMARY COMMENTS REPORTS











Go to the Program Staff Form on the EDCATS Home Page.





Select the Appropriate Form, and CLICK on “Report Tools.”
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Under “Pre-Defined Reports” CLICK on  “NEW Volunteer Comments Report.”
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Select and CLICK  “All  Comments” or just one specific Comment Question.


Note:  If there is a very large participant population, selecting “All comments” could generate an extremely large file which could take a very long time to download, or which may exceed the memory available on your computer.  It may be best to generate the comment reports one question at a time, and/or one Center at a time. 





Select and CLICK on  “All Centers” or just one specific Center.
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Click “Generate Report.”





The computer will provide a list of all comments according to your selection criteria.
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6.  Click the Netscape Print Icon, or go to File and Click “Print” to Pri
