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Click Here 

Click Here 
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Both the Standard and Custom 
versions of these reports are 
available to all reports users. 

Use the same steps regardless 
of which report you’ve chosen 

to create. 

Custom reports are also available and can 
be used if custom date ranges or additional 
data filtering is needed.  These reports work 

similarly to the standard versions. 

Click Here 

He

This screen will only 
appear if more than one 

reporting structure is 
available to you, based 

on instructions from 
your corporate office. 

Default 

He

Click Here 
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Choose all (default) or a portion of the 
company for which you are responsible.  
Then choose the reporting period and a 
reference period and click “Continue”. 

Click Here 

HELPFUL HINT:  If you would like to limit the 
summary information to only a single unit 
within your area of responsibility, simply 

collapse the entire structure (-), uncheck it and 
expand (+) it again.  This will uncheck 

everything, and you can then check only the 
unit you wish to view. 
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Choose whether you’d like 
to Save or Run the report 

and then click “Continue”.  
You may also go back and 
edit the parameters of the 

report or delete the request 
from here. 

Click Here HELPFUL HINT:  If the report is one you will 
use again, you should “SAVE” which will 

create a template for future reports.  If you 
only want to see data once, clicking “RUN” 

will allow you to do that. 
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Click Here 

Enter a report name 
and description of your 
choice and then click 

“Save”. 
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To modify a saved report 
template in the future, 

click on the report name in 
the “Manage Saved 

Reports” section of My 
Reports.  To view the 
report, click “Run”. 
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Click Here 

To view the report, click 
“Run”.  You may also edit 
the template, or delete it if 
the template is no longer 

needed. 
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The “Reference Period” 
will appear as the right-

hand column in the 
Unemployment Summary 
Report.  It allows you to 

compare the current 
period with a prior period 

of your choice. 
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Click Here
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