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Executive Reports Viewer
 Installation & Instructions



Installation
1. Ensure all programs are closed before proceeding.
2. Click on Start…Programs…Financials…Executive Reports Viewer. If this is not available, contact Christa Winfrey at ext. 3-9307. 
3. Allow for full installation of Internet Explorer, accept all defaults if prompted for any.
4. When prompted to re-boot, do so.
5. After re-booting, automatically log back in, and finish setting up.  It will then log out once more.
6. After logging back in, click on Start…Programs…Financials…Executive Reports Viewer.  When prompted for a login, use network ID and password to log into the system.

Creating an Icon
1. Click on Start…Programs…Utilities…Open    Programs Folder.
2. Double-click the Financials folder.	
3. Right-Click and hold on the Executive Reports Viewer icon. Drag it out to the desktop and release the right mouse button.
4. Choose “create shortcut here”.



Instructions
1. Click on the Executive Reports Viewer Icon on your desktop or portable computer screen.
2. When prompted for login, use network ID and password to log into the system.
3. Select the appropriate date from the drop down menu (Reminder: the DPR is published on a day lag)
4. Click on the Show Button.
5. Select a report from the drop down menu.
6. When revisiting the site during the day you must click on the HOME button, return to the home page, re-select the appropriate date and click on the Show Button.

Contacts
If you have questions please refer to the following people regarding:

Installation:
Kevin Hopper:  713-853-7989
Website: 
Christa Winfrey: 713-853-9307
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