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EDCATS REPORTS


CREATING A USER DEFINED TABLE





1.  Go to any EDCATS Program Staff form in Section II.


Click on “Report Tools” located directly below the Privacy Act Warning.
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�Select “Ad Hoc Table” – the first option under “User Defined Reports.”�





4. Select “HTML Table.”
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5.  Select Items From the Questionnaire you want included in the Table.


	Note that each “box” includes a list of all of the items in the questionnaire.  If you need more information to make your selection, print out the complete questionnaire in order to follow the list.





6.  Select up to two items for Sorting.


	The computer will sort, alphabetically or numerically, on the selected items, in sequence.
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7.  Click “Submit” at the Top of the Page.
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8.  The computer will give you the following kind of Table.  Note that where there is no response, the column is empty.
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To print the Table, click the Netscape Print Icon, or go to File and select “Print.”





NOTE:  You will notice that these tables do not have titles and do not total numerical columns.  If you use this format frequently, you can request a Pre Defined Report using the same variables which will provide you with both the Title and the Totals – Use the Report Request Form in Section I.
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