How to Create Entry Summary Line Detail Report (AM-008)

1. Login to ACE environment

2. Click on the Accounts Tab
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3. From the Account Type drop down, Select Importer and click GO
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4. The page will refresh and it will appear as though nothing has changed, but Step 3 MUST be
performed or the site will not work properly.

a. After the page refreshes click on Reports and you will see the Launch Reports tab
appear to the right.

b. Under the Launch Reports tab click Launch Tool. (This will open a new browser window)
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5. You will now be on the Bl Launch Pad Site. Click on the Importer link.
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6. A new tab will appear on the top.
a. Click on the Entry Summary tab in the 2" row.
b. Click on the Report titled AM-008
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7. The below screen will pop-up and you will need to populate the Entry Report Creation Date
Begin and End (Time Frame can be whatever you choose). It is also suggested to change the
Entry Report Entry Date Begin and End to the same dates you used for the Creation Date
otherwise you will get very old information. You may want to also include entries no entry date
(change option to Yes). Click OK.
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8. The system will Retrieve the Data (may take a few minutes) and the information will appear on
the screen.
a. For easy viewing you can export the report to excel. Click on the export icon highlighted
below, hover over Export Document As, click on Excel 2007.
b. You will get an option to Open or Save the file, choose 1.
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9. Itissuggested to also save the report to your Favorites Folder in this module so it is easy to find
the next time you need to run it.
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10. The next time you log in to the Bl Launch Pad click on the Documents tab, click on My
Documents then click on My Favorites. Your saved documents will appear on the right.
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