T Intranet Quorum

Viewing Reports
Market: House, Senate

Description: These instructions teach users how to access IQ reports.

1. From within any application, click the = icon.

=)

Casework

Views #°

> My Favorite Views
My Open Casework (14)
My Queued Casework (2)
My New Casework
My Overdue Casework
All Open Casework (132)
All New Casework (8)
All Overdue Casework

Recently Closed Casework
(13)
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All Casework (241)

2. Select the type of reports in the list view, and the reports list will display.
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T Intranet Quorum

@ Services Change V¥ More V
Reports = All Service Reports (Total 51) 2
" | v Report Status
Active Service Reports
(] Background Memo Status Active
All Service Reports Background Memo Custom Yes
§ Class WORKFLOW
| Format Microsoft Word
(] Buyers Analysis Report by Status Inactive
@ o Problem Area Custom Yes
@ Report details counts by buyer of Class WORKFLOW
each problem area Format RTF
[_‘ Constituent Savings Report by Status Active
o) E: o Agency Custom Yes
24% m Constituent Savings Report by Class WORKFLOW
Agency on Closed Service Format Microsoft Excel
B Records.
@ f Constituent Savings Report by Status Active
— Agency Sub Custom Yes
AL Constituent Savings Report by Class WORKFLOW
Asency Sub 1 Earmat Mirrnsoft Word

3. Select a report(s) to view. Click the * icon and then click the Run Report

button.
Se rViceS Change WV More W
Reports = All Service Reports (Total 51) 2 By ReportID (Asc)
LY Report Status History
Active Service Reports
] Background Memo Status Active Created 11/30/2016
All Service Reports Background Memo Custom Yes Created By 1Q Support
Class WORKFLOW Revised 12/11/2016
Format Microsoft Word Revised By 1Q Support
) Buyers Analysis Report by Status Inactive Created 10/27/2004
Problem Area Custom Yes Created By 1Q Support
Report details counts by buyer of Class WORKFLOW Revised 11/29/2006
each problem area Format RTF Revised By IQ Support
ﬁ Constituent Savings Report by Status Active Created 10/19/2016
EE ‘ A — Custom Yes Created By 1Q Support
BRcport by Class WORKFLOW Revised 2/3/2021
Agency on Closed Service Format Microsoft Excel Revised By Jonathan Kilgore

4. The Report Criteria page will open in 1Q4. Complete the form as necessary and
email or run the report. Click to access the 104 Online Help pages for Reports.
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https://iq-help.intranetquorum.com/IQ4.2/Help/index.htm

