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Reports
From the “Reports” link, the user is offered the choices of: 

· Conv(ersion) to Covenant 
· Recorded 
· Recorded by User 
· Transmittal 
· Zero ML List
 

[bookmark: Conv] When requesting the “Conversion to Covenant” report, the user must identify the issue date range that is to be searched.  The criteria fields are accessed by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Report” and “Reset” buttons are used in the same manner. 

The desired report will look like this - 

Return to Top

[bookmark: Recorded]  When requesting the “Recorded” report, the user must identify the issue date range that is to be searched.  The criteria fields are accessed by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Report” and “Reset” buttons are used in the same manner. 

The desired report will look like this - 

Return to Top

[bookmark: Recordings]  When requesting the “Recorded by User” report, the user must identify the date range that is to be searched as well as the user whose data is to be returned.  The criteria fields are accessed by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Report” and “Reset” buttons are used in the same manner. 

The desired report will look like this - 

Return to Top

[bookmark: Transmittal]  When requesting the “Transmittal” report, the user must identify the desired date range and location.   The criteria fields are accessed by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The 'Location' drop down menu is accessed by moving the pointer/cursor over the downward facing arrow at the right of the field and clicking once with the left mouse button.  The “Show Report” and “Reset” buttons are used in the same manner. 
  
The desired report will look like this - 

Return to Top

[bookmark: Zero]  When requesting the “Zero ML List” report, the user need not specify any parameters as this report will generate automatically and will provide the requestor with a list of all pending licenses which, as of the date of the report, retain a license number of "zero". 
The desired report will look like this - 


 

Return to Top
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