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1. Launch the Public Folders Icon  
2. Launch the Archived HSn Reports Folder 
3. Choose the appropriate Report Folder 

a. For xls listings specific to your district, click on your district folder.  
b. For Statewide Summary such as monthly .pdf reports choose “Statewide 

Summay” (Yes, there is a typo.) 
4. Report Page will launch for the Statewide Summary (Only) 
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5. Prompt Pop-Up Page will launch 
6. Select the Report that you need from the list of reports by double clicking it 
7. Once the report is appears in the Select Report box Click Run Query 

 

 
 

8. The Report Page will launch which has a list of the following information 
a. Run Date 
b. Report Name 
c. Format (Excel, PDF) 
d. Frequency (Daily, Weekly) 
e. Report Level (District, County, Unit) 
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9. Select the report hyperlink for the one you want. If the report is available in 
Excel, you have the option of opening it (in the viewer) or saving it and then 
opening it in Excel. 

 

 


