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Go to the Actions Menu at the top right of your browser window and select Generate Report 

 

 

Scroll down the list and select the desired report  

DWR Report 

Daily Diary Report 

Item History to Date 

 

Type the WIN of the contract you want to run the report for (all contracts you have authority on will 
be available) 
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Select the day(s) desired or click the All next to Select to select them all – after the selection is 
made click the Execute button on the top right of your browser window. 

 

This will open a new browser tab where the report will be displayed when the process has 
completed. This will already be a pdf document so all you need to do is to name it and save to the 
desired location on your machine.  
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The Item History to Date Report – instead of selecting dates like the DWR and Diary Reports you will 
be selecting the item numbers desired 



Generating Batch print Reports 
(DWR, Diary and Item History to Date) 

 

 Page 4 of 5 
 

 



Generating Batch print Reports 
(DWR, Diary and Item History to Date) 

 

 Page 5 of 5 
 

 


