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Class – Help Document

Question:  How do I get a list of all students who made an enquiry within a particular date range.

Solution:  Produce a Quick Report
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Select the “Report Type” of “Student” and then click on “Add”.
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Give the report a name and then add the relevant fields (similar to the following)
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You will need to add some selection criteria to both the “Student Creation Date” and “Student Status Name”.  See the following two screens:

[image: image4.png]Citera for S eaiion Date

Selected Citeria

Opeator | 0y -

Compaibon  EqualTo v Greste 01 Equal To 05Fab/2013 ]
Value | Less Or Equal To 27/Feb/2013

107Hay/2010
27/May/2010
03072010
04/un/2010
07 1unv2010
112un/2010
147un/2010
15/0un/2010
21 2un/2010
221un/2010

50 recordl) sted





[image: image5.png]Citera for Student Stalus Name:

Opeator | 0 - Selected Citeria

Comparison ﬂ Equal Ta Enquiny’

2record(s ted





Then click on “Search”

The result will be similar to the following:
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To merge the report with a document click on “Send Document” and select the correct document.
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