Finding your Reports in Report Tool
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1. In Report Tool, go to “File…Open.”
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2. Click the drop-down arrow and choose your S:\ drive (it will most likely says “Apps on…” with your server name taking the place of the three dots.) 
3. Double click the Mandarin folder.
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folder.



5. Double click Reports.


6. Select the folder from which you desire to open reports, and select the report you want, then click “Open.”

