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	Purpose
	Use this procedure to View and Apply Input Controls in Advanced Reporting.

	Prerequisites
	· Must be assigned the Agency Administrator, Report Administrator or Advanced Report Administrator role.


	Website Address
	· http://lms.des.wa.gov/




Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/.

	2. 
	Click [image: ] tab.


	3. 
	From the Systems Report menu, select Advanced Reporting.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfb65e27b.PNG]

	4. 
	
The Repository page appears with filters showing all reports that your user account has permission to view. This means you can view other users’ reports, as long as you have proper permissions. Use the scroll bar at the right of the page to view the entire list of reports. 

Note! If you know the name of the report you want to run, you can enter its name in the Search field and click Search to locate it in the repository. You can also search on partial names or for words in the report’s description. For more information, please refer to the Advanced Reporting Administration Guide. 

[image: ]


3. Once the report appears, scroll to the very right of the report and click on the Options button.
[image: ]


	5. 
	The Input Controls will appear – think of this screen as your Filter options.  The only options that appear here were created during the Ad Hoc View.
[image: ]

	
	· You may make changes to the Input Control screens and save it for later use similar to a template.  This comes in handy if you are running another agency’s or user’s report.
· Once changes have been made, click the Save button.

	6. 
	To access a saved template, click the drop-down box in the upper left corner.  Select the saved template, click Apply and Ok.
[image: ]

	7. 
	Your report results will display.

To return to the report list in the repository, click Back.


	8. 
	You have completed this process.
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