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This instruction is for using Crystal reports with an Advance Session ID. 

1. Open Advance. 
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2. Log in. 
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3. Choose the Lookup Tool. 
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4. Search for the Entity or Entities that you want to run a report on. 
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IF YOU WANT TO RUN A SESSION ID FOR MULTIPLE RESULTS 
CONTINUE WITH THESE STEPS. IF NOT SKIP TO STEP 7. 

5. Choose Actions from the second bar. 
6. Choose Reports from the drop-down. 
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IF YOU WANT TO RUN A SESSION ID FOR A SINGLE ENTITY 
FOLLOW THESE STEPS. 

7. Click on the single entity you wish to view. 
8. From their Entity Overview. 
9. Select the Actions in the top bar, then Reports just like you see on the previous page. 
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10. (Continue from either step 6 or step 9 above.) Choose UA Session ID. Click the ellipses.  

 

11. Click Run Report button.  
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12. Copy your Session ID (use Control C or right-click—copy or write it down manually.) You will need this 
Session ID for your Crystal report. 
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13. Open Crystal Reports on the Edge Server from the aits.uark.edu website.  
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14. Enter your User Name and Password. 
a. User Name = Your email prefix (e.g. cmfarris) 
b. Password = Whatever you have set it to 
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15. Double-click on Public Folders.  
16. Your screen should now look “something” like this. 

IMPORTANT! EACH USER HAS A DIFFERENT VIEW. NOT ALL USERS CAN VIEW ALL 
FILES OR FOLDERS. YOUR FOLDER AND THE REPORTS IN IT MAY DIFFER FROM 

WHAT IS SHOWN IN THIS HOW-TO. THE PROCEDURES, HOWEVER, ARE THE SAME 
FOR EVERY REPORT. 
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17. Find the Reporting Outputs Folder (or location of report that you want to run) and double-click on it. 
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18. Choose the report that you want to run with Session ID. (Right-click) 
19. Choose Schedule. 
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20. Choose Prompts. 
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21. Choose Edit Values… button.  
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22. Enter Session ID and set any other prompts that you’d like to change. (Some values may REQUIRE you 
to set them.) 
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23. Scroll to the bottom of the Prompts page and choose OK button when you are prepared. 

 

24. Select the Schedule button on the bottom-right of the Schedule screen. 
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25. Your History page will launch and show you the report Running. Wait until it reaches the Success stage. 
Here is my report running. 

 

26. Double-click to open your report once it reads Success. 

 


