WIA COMMUNICATION #05-57 

ATTACHMENT B
INSTRUCTIONS FOR GENERATING THE EMPLOYER CONTACTS REPORT
The Crystal Report named EmployerContactsReport has been created using Crystal Reports version 8.5.  Any desktop with Crystal Reports software of version 8.0 or higher will be able to run this report.

The report will produce a listing of employers that have had Employer Contacts, Distribution of Career Center Information or Targeted Mail Campaigns services delivered to them for the Report Period and Local Area selected at run-time.  The report detail can be suppressed by selecting Summary Report as the Report Type. (see the report samples attached).

After loading the report into Crystal Reports software, click on the Lightening Bolt (or the refresh arrows for version 11.0) in order to run the report.  There are three (3) user prompts to complete before the report will run; Local Area, Report Period and Report Type. (see following pages)

The report is grouped first by the Service Type (Employer Contacts, Distribution of Career Center Information or Targeted Mail Campaigns), then by the Local Office delivering the service.  When the Detail Report option is selected (in the Report Type prompt) the Employers will be listed in alphabetical order. Their services will be listed in date ascending order.

Contact Leslie Abramowitz with any questions

(413) 499.2220 ext 220

labramowitz@detma.org

· SELECT LOCAL AREA FOR REPORT
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·  SELECT REPORT PERIOD FOR REPORT
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· SELECT REPORT TYPE FOR REPORT
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