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Maximize Minimize 

Use the scroll bar to 
see all available data 
records contained in 
the browse box 

Click on (highlight) 
any record in the 
browse box to make 
the record “active” 
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Add the date (make sure it is a date 
contained in the current active 
fiscal year), description, and 
statistics (persons served, 

expenses, offsetting revenue) 
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Active Fiscal Year 

Add the date (make sure it is a date 
contained in the current active 
fiscal year), description, and 

statistics  

Includes a narrative with the data 
snapshot 
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Preview the report 

Choose a report 
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   Text Box-Type Here 
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