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The ‘refresh’ icon,

, is in multiple locations in both

Reading

Design

and modes. Also,

there are different types of prompts. Some allow values to be selected from a list and others
require values to be manually entered.

Open the report to be refreshed...

Double click left on the report tile to open it in ‘View’ mode, OR single click right on the
report title and click ‘View’ from the pop-up menu of options.
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In '‘Reading’ Mode ...

Refresh Option 1
the screen.

Click the ‘refresh’ icon,

Refresh Option 2
to the far right.

Click the ‘refresh’ icon,

t Web Intelligence

, in the tool bar at the top of

, in the tool bar at the bottom of the screen,

Refresh Option 3

| panel on the far left, enter the values and click

In the |

i

the ‘refresh’ icon,

Note: Not all reports have User Prompts.
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Readin
In 5

after clicking the

mode, for

Refresh Option 1

icon, the

El Click the object in the

(example:

Prompts

and

Refresh Option 2

window will display.

|*Agencv MNurnber 1I}Il}|

| panel

- Note: the previous value will display, 1007 ),

El Click the new value (example: ) for the object.

Repeat El and El to change the value of other objects.

Click the right pointing arrowhead button,

El Click the button.
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In ‘Design’ Mode’...

Diasign
Note: If the button is greyed out, you do not have security to modify the report in

that folder, but you have the option to copy the report to your personal folder where you
will have security/permission to manipulate and save the report as needed.

Refresh Option 1 Click the ‘refresh’ icon, : , in the tool bar under iﬂ.\ tab (upper left

2a

side, see

below).

Refresh Option 2

Click the ‘refresh’ icon, , in the tool bar at the bottom of the screen

. 2b
(to the far right, see below).
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