Perspective 6.0 Tutorial

Saving a Report
The following report has been opened and modified and is ready to be saved. (Reminder:
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Before you save a report, you have to sign in.)

1.

Navigate to the My reports tab and open the report to be saved.
2. To save the report, click Save and select Save report as. (You can also select File menu >

Save report as.)
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3. Onthe Save report dialog, enter the title of the new report, select the folder where you
want the report to be saved, and enter any notes (these become searchable and provide
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general information on the report). Click OK when complete.
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Preliminary Offense Data - More Jurisdictions

4. The report has been saved. To see the new report in the report list, click Show report

list.

5. The new report is displayed on the My reports tab.
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