Handout 6

Producing a Professional Finish

Creating a Report

Choose REPORT From your listings
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To produce a Report of all the Venues which have more than 40 guests, the dates and the staff identification.

Use the Wizard to help
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Pass all the relevant details into the selected fields and choose NEXT
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Continue to choose NEXT or adjust settings to suit each task
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Choose a style you feel is appropriate to present your Report and Click NEXT.
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At this point you once again have the chance to modify the report further. Choose Finish.
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AN EXAMPLE OF A FINISHED REPORT.
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