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Report Viewer Summary 
• The report viewer is a tool that is used to view specific data for 

schools, districts and students. 
 
• The following information will describe how to run reports, as 

well as the report viewer functions. 
 
• The following slides will display examples, however, the report 

viewer and its functions work the same for each report, the 
only difference is the different parameters selected for each 
report. (i.e. nutrition reports, assessment reports, count day 
reports etc.) 
 

• Due to privacy laws, student data will not be displayed. 
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Report Viewer 
 

Select the ‘Report’ that is to 
be run.  
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Parameters 
  

Select the ‘Parameters’. 

Click ‘Apply’. 
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Report Results 
 

Select the (+) to expand 
and display more 

information. 

 

To expand the working 
window select the arrows  

(>). 
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Report 
 

To minimize the data results, 
select the arrow again (-).  
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Export Data 
 

Click the ‘Actions’ drop 
down arrow to print or 

export data from the report. 

 

In this example, the Export to 
Excel option will be shown.  
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Export Excel 
 

Select  a File Download 
option: 

‘Open’ or ‘Save’.  
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Export Excel 
 

An Excel spreadsheet is 
displayed when the ‘Open’ 

option is selected. 

 

Click the  (+) sign to view 
the data from the report  
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Export 

Notice when the (+) is 
selected the data is 

displayed. 

Select the (-) to minimize the 
spreadsheet cells. 
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Functions 

When there is more than 
one page, select the (>) or 

(<) arrows or enter the page 
number. 

 

Utilize the  ‘Find Next’ box to 
quickly locate information 

within the report. 
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