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Before you start, make sure you have:

e A PennBox account for yourself (you will need this to create a link to the faculty’s CV)
o https://upenn.app.box.com
o If you are unable to create a PennBox account, please alert FAPD and follow
the alternative CV upload steps on page 5.
e A copy of the faculty member’s CV downloaded from FEDS & saved to your desktop
¢ An email address, practice site, and academic/professional title for all References




How to create Peer References

Peer References include a faculty candidate’s information and all associated reviewers. It is rep-
resented as a Faculty Record. Each record has 15 evaluation columns, each of which contains

a single reviewer and their corresponding Reference.

=] Record Home Page

The grid below displays the form-by-form progress of data
entered for the curvrently selected record. You may click on ® Incomplete (@) Incomplete (no data saved) [7]
the colored status icons to access that form/event. If you - L - .

wish, you may modify the events below by navigating to the O Uimeniie) | (e Sy Respense
Define My, Events page. @ Complete @) Completed Survey Response

Faculty name

Legend for status icons:

[Z" Choose action for record ’ References in columns

Record ID 3 (Russell, Bertrand) / ‘

Reference Reference Reference
Data 1 Reference Reference 4 Reference 6
Collection Ludwig 2 3 Augustus De 5 Jon Von
Instrument Entry Wittgenstein Kurt Godel W.V. Quine Morgan Karl Popper Neumann
Faculty Info @®
Reference Info @® @® @® @® )

Reference
7

Alfred
Whitehead

Peer Questionnaires (
Reference (survey) @

Record Home Page

Each record has:

e One Entry column with a single bubble in the Faculty Info row for the candidate’s informa-

tion.
o Fifteen Reference columns (eight of which are shown in the screenshot)
e A bubble for Reference information (Reference Info Row)
e A bubble for their evaluation questionnaire (Clinical Evaluation Row)

Each bubble represents a data collection form. Clicking a bubble links to the corresponding

form.



Create the Faculty Record

1. Go to http://redcap.med.upenn.edu/, log in with your PennKey and REDCap password, and
select the “AC Peer Review” project.

NOTE If you don’t see any projects, click the My Projects link in the top bar
‘hEDCap Home [E My Projects < New

2. Select the Add/Edit Records link in the left sidebar.

Data Collection | =/

[5] Record Status Dashboard
- View data collection status of all records

3. Click the Add New Record button in the right panel. This will create a blank record and take
you to the Record Home Page showing the new, blank faculty record.

= Add / Edit Records

You may view an existing record/response by selecting it from the drop-down lists below. To
create a new record/response, click the button below.

Total records: 2

Choose an existing Record ID -- select record --

4. On the Record Home Page, click the gray bubble in the Entry column next to Faculty Info to
open the Faculty Info form for this record.

«

Data
Collection
Instrument Entry

Faculty Info
Reference Info

Peer
Reference (survey)



5.

In the Faculty Info form:

a. Fillin all the fields; REDCap does not pull data from FADS.

= Faculty Info

) Adding new Record ID 4376-1

Event Name: Entry
Record ID
Faculty Candidate Information
First name
* must provide value
Last name

* must provide value

Type of action

* must provide value

Proposed rank

* must provide value

At Penn?

* must provide value
Department

* must provide value
Area of concentration
* must provide value
Primary practice site

* must provide value

Link to CV

* must provide value

Form Status

Complete?

4376-1

Venkner

|eilstadt

© Promotion
Appointment
reset

Associate Professor ¥

o Yes

No
reset

Anesthesiology & Critical Care
Quality and Safety

Pulmonary ambulation at HUP

https://upenn.box.com/s/erxei8otbafs|gOyrb7

Complete URL to download the CV
(https://upenn.box.com/s/abcdefghijkimnop)

a

Complete +

-- Cancel --

b. In the “Link to CV” field, enter a complete URL to the candidate’s Curriculum Vitae in
Penn Box (https://upenn.app.box.com). To get this URL, you will need to have a new

browser window or tab open to Penn Box (do not close the current window or navigate
away from the form you are currently filling in), and follow these steps:
i.  Upload the current CV into a folder within your Box account, or navigate to that
folder if you previously uploaded the candidate’s CV.
ii. Click the “Share” button to the right of the file name.



ii.  In the dialog that appears, click on the “People in this file ¥” link, and choose
“People with the link” from the submenu.

Shared Link for Curriculum Vitae.docx

Shared Link &3
https: /upenn.box.com/s/n3rSyl3xcdOa7mexzjhdrfkuz

People in this file ~

People with the link
People in your compa...

+ People in this file

Remove Link

iv. ~ Then click the “Copy’ button to add the correct URL to your computer’s
clipboard.

v.  Return to the browser tab or window showing the REDCap Faculty Info form
already in progress, and paste the URL into the “Link to CV” field.

c. Inthe “Complete?” field, select “Complete”. This must be done whenever entering data
as a coordinator and should never be anything other than blank or “Complete”.

Alternative Method to Upload a CV
1. Have an electronic copy of the faculty member’s CV available on your computer. We
recommend naming the file after the faculty member so it is easy to locate in later steps.
2. Email the CV (as an attachment) to the Penn Box email address provided to you by FAPD.
This email address is unique to your department and does not expire.
a. You may receive a confirmation email from Penn Box that your file was received —
this can be ignored.
3. Navigate to the Penn Box folder for your department (provided to you by FAPD). The link
to this folder is unique to your department and does not expire.
4. Click the CV for the faculty member.

Dr. David Gentile.docx Dec 11, 2018 by JOSHUA GIANITSIS

Dr. Anne Smith.docx Dec 6, 2018 by JOSHUA GIANITSIS

5. Copy thelink in the address bar (Note: Your link may be longer or shorter than the example
below).



& C ()} & https://upenn.app.box.com/file/366102269832

M Gmail [ Facebook & FAPD & MyMed & AdGen F& AAReview 2 RTR Watch

Pediatrics » Dr. David Gentile.docx ~

6. Return to the browser tab or window showing the REDCap Faculty Info form already in
progress, and paste the URL into the “Link to CV” field.

7. Inthe “Complete?” field, select “Complete”. This must be done whenever entering data as
a coordinator and should never be anything other than blank or “Complete”.

6. Click “Save and Exit Form”. (Never click “Save & Go To Next Record”.)

You will be forwarded to the Record Home Page, which is the primary screen for interacting with
a Faculty Record. The Faculty Record is now created, which has a numerical 1D, which you can
ignore. The bubble in the Entry column, Faculty Info row should now be green.

Return to a specific Faculty Record
1. Click Add/Edit Record in the sidebar.

2. Select the Faculty Record from the Choose an existing Record ID drop-down. This opens
the Record Home Page.

= Add / Edit Records

You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
button below.

Total records: 43 / In group: 11

Choose an existing Record ID + -- select record --
4239-1 (Ogden, Hallie)

= DT ——

@ 4239-3 (Smith, Ann)
e —r e —
4 o=Z-(Jore o]

4239-5 (Jones, Robert)

Adding References to the Faculty Record

Overview of the “Reference Info” row on the Record Home Page:



| Record Home Page

The grid below displays the form-by-form progress of data
entered for the currently selected record. You may click on
the colored status icons to access that form/event.

Legend for status icons:

@) Incomplete () Incomplete (no data saved) |?
() Unverified () Partial Survey Response

[Z Choose action for record @ Complete & Completed Survey Response

Record ID 4376-1 (Jeilstadt, Venkner)
Anesthesiology and Critical Care

Data Ret . Refe;ence
Collection e::;::te - Reference Reference Reference
Instrument Entry Henckley-Morris Janis 3 4 5
Faculty Info @®
Reference Info @ ()

Peer
Reference (survey)

The bubbles in the “Reference Info” row show the status of each Reference:

Row Bubble Meaning

() No Reference information has been entered. Click on this to
) enter a new Reference.

Reference Info o
o You forgot to mark “Complete”; no email will be sent to the

Reference.

@ Reference has been entered; initial email sent from REDCap.




Adding References from the Record Home Page
3. Click an empty (gray) “Reference Info” bubble

Data
R Reference
Collection
Entry 1

Instrument
Faculty Info @®
Reference Info —*‘ )
Peer
Reference (survey)

4. Enter the data for the Reference:

a. Fillin all the fields, including the Due Date.

b. For every Reference, re-type the email into the “Re-enter email address” field. Failure
to do this will result in emails failing to send.

c. Inthe “Complete?” field, change to “Complete”. This must be done whenever entering
data as a coordinator and should never be anything other than blank or “Complete”.

d. Click the “Save & Exit Form” button.

e. The bubble you clicked on should now be green. This indicates that an email has been
automatically sent to this Reference.

5. Repeat these instructions, moving from left to right, until at least 10 references are entered.

6. For each new Reference, notice that the screen will pre-populate with the previous
Reference’s email. You must remove that and enter the correct email of the new Reference.
Remember that you must re-enter the correct email:

Reference Information

First name

* must provide value

Last name

* must provide value

Primary practice site

* must provide value

Academic or professional position
* must provide value

Academic rank

* must provide value

Email address

_Overwrite if populated —»

* must provide va

Re-enter email addz=

* must provide value Aisways copy correCt F
Requested due da’._Add ress here

* must provide value When is the

r record-keeping purposes

@ Today \
response due?



The email is sent to the Reference immediately upon completing and saving the Reference Info

form.

NOTE When revisiting a Reference form, the first “Email” field will often have the most recently
entered Reference email address. Do not worry if you see this; as long as you entered the correct
email when you created the Reference, the questionnaire email went out properly.
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Sending Reminder Emails

You must send reminder e-mails manually to respondents who have not completed their
surveys. To make this process simpler, we include a tool to compose these messages in your

desktop e-mail application (Mail, Thunderbird, or Outlook). The respondent will not see this, but
you may access it through the “Add/Edit Records” interface. Select the respondent you wish to

remind, then click the gray bubble (which indicates no response) in the Peer Reference row of

the interface:

Reference
Data 1 Reference

Collection Grace 2

Instrument Entry O'Brien Ryan Sinclair
Faculty Info @
Reference Info ) )
Peer ®
Reference

1. Copy the “Reminder e-mail body” value from the top of the form

Reminder e-mail body:

Dear Dr. Diaz,

We previously sent a request for your opinion on this faculty candidate. We realize that you have an extremely busy
schedule but your opinion would be highly valued by the Committee on Appointments and Promotions. Many thanks.

We are evaluating Dr. David Smith (Primary Practice Site: HUP) for Promotion to Associate Professor in the Academic
Clinician track at the Perelman School of Medicine at the University of Pennsylvania. You have been identified as a

colleague who is familiar with this candidate's teaching and/or academic accomplishments.

For your reference: PSOM Faculty Track Descriptions

You may open the evaluation in your web browser by clicking the link below:
AC Peer Reference

If the link above does not work, try copying the link below into your web browser:
https://redcap.med.upenn.edu/surveys/?s=iaHNrj3J8K

This link is unique to you and should not be forwarded to others.

We would appreciate your completing this peer reference form. It is the policy of the University of Pennsylvania that
evaluations be held in confidence. In the event of litigation or a governmental investigation, however, the candidate or
others may gain access to the information contained in these evaluations.

Thank you for your assistance with this process.

Sincerely,

Lisa Bellini, M.D.

Vice Dean for Faculty Affairs

Perelman School of Medicine
University of Pennsylvania

Compose Reminder

2. Click the “Compose Reminder” button. Your mail application will open with a new

message. The body of the message will not be complete.

11



000 I | =- (2 A © @~

Consolas CH1 CHMl MBI VS E vl v
To: Diaz@example.comv

Cc:

Bcce

Subject: Reminder: Request to evaluate Dr. David Smith

From: Walter Lee Davis — waldavis@upenn.edu

Paste the body of the message here

3. Select the placeholder body, and paste to replace with the composed body text that you
copied in step 1 (paste to “keep source formatting” to preserve hyperlinks in message):

ece « = ¢ Al © @
Consolas SH1 @ 8B I U SH=E = =)= Sl v

To: Diaz@example.com v

Ce

Bece:

Subject: Reminder: Request to evaluate Dr. David Smith

From: Walter Lee Davis - waldavis@upenn.edu

Dear Dr. Diaz,

We previously sent a request for your opinion on this faculty candidate. We realize that you
have an extremely busy schedule but your opinion would be highly valued by the Committee on
Appointments and Promotions. Many thanks.

We are evaluating Dr. David Smith (Primary Practice Site: HUP) for Promotion to Associate
Professor in the Academic Clinician track at the Perelman School of Medicine at the University
of Pennsylvania. You have been identified as a colleague who is familiar with this candidate's
teaching and/or academic accomplishments.

For your reference: PSOM Faculty Track Descriptions

You may open the evaluation in your web browser by clicking the link below:
AC Peer Reference

4. Adjust the message, if desired, to add a due date or additional urgency. Send the
message as you would a normal e-mail message, and return to REDCap in your browser
to continue.

5. When you have finished creating your reminder e-mail, press the “—Cancel—" button in
the top-right of the page in REDCap.

Save & Exit Form

-- Cancel --

It is important that you not save this form when you close it.

12



Creating the Peer Reference Summary Report

When a Faculty record has received at least seven reference responses, the Peer Reference
Summary Report can be generated using the steps below. These instructions require that Excel
and Word are already installed on your computer.

NOTE: IF YOU ARE USING A MAC, YOU MUST HAVE EXCEL 2016 AND WORD
2016 INSTALLED

Refer to
https://www.isc.upenn.edu/how-to/current-supported-computing-products

An overview of the steps follows:

A.

nmmo o w

Download the data from REDCap

Download the supporting files used for generation of the Report

Open the Excel Macro Workbook and import the REDCap data

Generate the report data and save the result

Open the Word Mail-Merge template and import the report data you saved

Print, or save to PDF, the resulting document

Download the “Raw Data Export” Data
1. Click on the “Raw Data Export” link in the 'Reports' sidebar

Reports " Edit reports |=|

1) Raw Data Export

2. In the header of the configured report, click the “Export Data” button.

Data Exports, Reports, and Stats i3 VIDEO: How to use Data Exports, Reports, and Stats

+ Create New Report  [E» My Reports & Exports  [@ Other Export Options = Q View Report: Raw Data Export

Number of results returned: 601 Lt Stats & Charts |(_ B Export Data ¥ Print Page | | ¢ Edit Report

Total number of records queried: 601

(‘records' = total available data across all designated events)

3. Choose the first format option (“CSV / Microsoft Excel (raw data)”), then press “Export Data”.

13



Choose export format

o _&l CSV / Microsoft Excel (raw data)

4. In the pop-up that appears, click the download button and then close the pop-up:

|| « Data export was successful! x|

The data export was successful, and your data is now ready to be downloaded. Click the download icon(s)
below on the right to download your data file. If exporting to a specific statistical analysis package, you will
additionally need to download the syntax file that is provided for that stats package. For more details, follow
the instructions in the box below.

Citation Notice

Please cite the REDCap project when publishing manuscripts (citation information and template
methods language are available here).

CSV / Microsoft Excel (raw data) @ siag) to download: |
-& You may download the survey results in CSV (comma-separated) format,
which can be opened in Excel. You have the choice of downloading the data

either with the full headers and answer labels or just with the answer codes
(i.e. raw data). ‘

NOTE: If you are using a version of Microsoft Excel prior to Excel 2007, due to
limitations the data will only be read to 255 columns when opened. Send file?

Close

5. Do not open this file; always click “Save”. If prompted, save to a location you will be able to
navigate to in the future, such as your “Downloads” folder. Keep this location in mind.

This downloads the “Raw Data Export” to your computer. We’re now ready to generate the report.

Generate the report in Excel and Word

If you have not yet done so, download a copy of the “Summary Report” Excel workbook by clicking
the “[Excel] Summary Report” link in the sidebar. Additionally, download the “[Word] Summary
Report” Word document by clicking the associated link in the sidebar.

As before, if prompted, Save these documents; do not choose “Open” before saving. If asked to
specify a location, please choose one that you know how to get to, such as “Downloads”. The
“Downloads” folder is the default for most computers.

The Excel file will process the data generated by REDCap. The Word document will then “Mail-
Merge” it to produce a formatted report for inclusion in the candidate’s dossier.

Generate reporting data

1. Open the “Peer_References_Summary” workbook in Excel by navigating to where you saved
it. Note: you must be using Excel 2016 if on a Mac.

2. If the document opens in protected view, click “Enable Editing”.

14



o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

3. If you are prompted to enable macros or it says that macros are disabled, select “Enable
Macros”.

- This workbook contains macros. Do you want to disable

= macros before opening the file?

-

= Macros may contain viruses that could be harmful to your computer. If
this file is from a trusted source, click Enable Macros. If you do not fully
trust the source, click Disable Macros.
Learn about macros

Enable Macros
Macro warning (Mac)
! | Security Warning  Macros have been disabled. Enable Content

Macro warning (PC)

4. Mac users may also be presented with a screen asking for permission to open files with “Open

XML”. If you are asked for your password with a similar screen, please enter it and select
“‘Always Allow”.

Open XML for Excel wants to use your
. confidential information stored in “Microsoft
E Identity 6994CB63-52B2-45F8-998D-
L A CC88A59AAFFC” in your keychain.

To allow this, enter the “login” keychain password.

Password:

Always Allow Deny Allow

5. If you have never used this template, it will be mostly blank. The main sheet (“‘CSV Input”) has

two buttons on it.

15



D d Ism [Last saved by user]

Insert  Pagelayout Formulas  Data

% Calibri (Body) * 12+ A~ Av

paste 2zl ulERNEEAR

& M| == -

General v

. «0 00
$°% > %% %

Import Data

Generate Report Data

CSV Input version | 4

Ready

B Conditional Formatting *

o B A

&/ Format as Table * =X Delete

= . sota
& Cell Styles * = | Format * @ Fiker

+ 125%

6. Click on “Import Data”. In the File selector window, browse to the “Raw Data Export”
downloaded from REDCap. Its name will be of the format “ACTrackPeerReference-
RawDataExport DATA_<date>.csv"

7. The data will be imported into the “CSV Input” sheet.

D a

Page Layol

Insert

eport.xism [Last saved by us

B Conditional Formatting * 4 Insert +

Calibri (Body) ~ 12 * A~ Av General v
—— = o s o FomatssTabes = Delete +
B|I|vj )&l $07% 3% ) 5 cusyise 2 Format
AL v Jx record_id v
A 8 c ) 3 F G H | ) K L ™
1 [record_id__|redcap_even redcap_data,redcap_survefac_first_nanfac_last_namhr_action fac_rank  fac_penn fac_departm fac_concentr fac_primary_ ref_email_co pe:
2 Te- : SarahJane  Smith 1 1 Medicine  Area of concs Primary practice site
3 1r sladen@examplk
4 1r Import Data sulivan@examp
s 1r E— als@example.co
6 1r shaw@example.
7 11 Generate Report Data grant@example.
8 s.benton@exam
9 2 entry_arm_ Adric Waterhouse 2 1 0 Otorhino.  AOC PPS
10 2 reference_1_arm_1 jovanka@examg.
1 3 entry_arm_1 Bertrand  Russel 1 2 1 Philosophy Maths  England
12 3 reference_1_arm_1 ludwig@exar #
13 3 reference_2_arm_1 kurt@examp ##
14 quine@exam ##
15 augustus@e (e
16 Karl@example.c¢
17 jonvon@exai
18 whitehead@ ##
19 matlaw@per #i
20 _arm_ val@example.co
2 3 reference_10_arm_1 matlaw@per #i
2 3 reference_11_arm_1 tufte@examy
23 4 entry_arm_1 Robert  Bringhurst 2 2 Graphic Arts Typography Canada
2 5 entry_arm_1 dermatology Jules Leitner 1 1 1 Dermatology disease  CHOP Surgery
25 S reference_1_dermatology peguerin@gn
26 ology peguerin@gmail
27 ology peguerin@gn ##
28 ology peguerin@gmail
29 S reference_5_dermatology peguerin@gmail
30 6 entry_arm_1 Valentina  DiRoma 2 2 0Medicne  Surgery  Lankenau Medical Center
31 6 reference_1_arm_1 methodius@ ##
32 6 reference 2 arm 1 lucian@exam
CSV Input version 4
Ready - — + 125%

8. Click on “Generate Report Data”.
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9. Enter the Candidate’s first name followed by their last name when prompted. (Click the "OK"

button with your mouse instead of pressing "Enter", to avoid an Excel bug that causes the
cursor to disappear.)

[ J Microsoft Excel

Enter Faculty candidate's first name K

Cancel

Ann

10. When both prompts are answered, the Macro will generate a new Excel Workbook containing
the filtered data. Save this new Workbook with whatever name you wish, but remember to

choose a location you are familiar with. By default, it will be called “BookN”, where N is an
incrementing number.

Note If your cursor disappears while using this on a Mac, click the & Icon in the top
left of the screen to re-enable it

17



Create the Peer References report

1. Open the Word document you downloaded from REDCap by navigating to where you saved
it.

2. If the document opens in protected view, click “Enable”.

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

3. You will populate this template with data from the Excel document you saved. To start this
process, click the “Mailings” Ribbon at the top of the application.

4. Click “Select Recipients” followed by “Use an Existing List...”

coee® ME wv- (= @ Peer_Ref_Sumary_Report_v1_2
Home Insert Design Layout References Mailings Review View
25« € 4 4 1 > »l Merge Range
® v v ?
3 3Y «
Create  StartMail  Sel Edit Filter Insert Preview T)Fina Recipient
Merge Recip| Recipient List Recipients ~ Merge Field Results

«Next Record If»Peer Reference for:
«fac_first_name» «fac_last_name», candidate for «hr_action» to «fac_rank»
Primary practice site: «fac_primary_practice»

Aroa nf wfar

Followed by

o000 (i | e - B Peer_Ref_Sumary_Report_v1_2

Home Insert Design Layout References Mailings Review View

g e,
Create Start Mail ) Preview Find Recipient
Merge | ©= Create a New List... Results L

© Select Recipients || Use an Existing List...
._ . &/ Choose from Outlook Contacts...
O = € B Apple Contacts...

g | FileMaker Pro...

«Next Record If»Peer Reference for:
«fac_first_name» «fac_last_name», candidate for «hr_action» to «fac
Primarv nractice cita: «far nrimary nractices

5. Navigate to the “BookN” Excel file you generated and saved in the last step.

6. If prompted, grant Word permission to access this file.

18



Microsoft Word
This file needs to be opened by the Excel Workbgok
text converter, which may pose a security risk if the

|
|
|
|
file you are opening is a malicious file. Choose Yis to 1
open this file only if you are sure it is from a trusted |
|
|
|

source.

7. You may also have to enter your password to allow Word to convert this file.

8. After granting permissions, click “OK” when presented with the “Open Workbook” screen.
Choose “Sheet1” or “Sheet1$” if prompted.

Select Table
Name Description  Modified Created Type
2| Sheetis | 10/17/2018 1:23:00 PM  10/17/2018 1:23:00 PM  TABLE
e 1 | »
First row of data contains column headers [ OK J [ Cancel ]¢
/
(Windows)

Open Workbook

Open Document in Workbook:

[ Sheet1 C

Cell Range:

cancel  (CISNN

(Mac)

9. The data is now imported. In the Mailings Ribbon, select “Finish & Merge” followed by “Edit
Individual Documents”.

Q- O~
View &* Share A
Merge Range All = Bas
g g =
To ‘* Finish &
Merge
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Followed by

=

Merge Range Al

To

-5 Edit Individual Documents...
5& Print Documents...

10. If you see the 'Merge to Printer' dialog, click OK.

| Merge to Printer @

Print records

(") Current record

) Erom: | 100 |

[ OK ] ’ Cancel

11. Word will generate a new Word document containing the summary report with a name like

"Letters1". You <can save the document with the

candidate's name, e.g.,

Peer_References_John_Doe.docx, for your records. If more than seven references are
included, you (or someone in your department) will need to remove all but seven before

including the report in the dossier.
12. If you want to print the summary report to PDF:

a. Ctrl+P
b. For Windows: Select “Adobe PDF” as the printer

pe

Windows: Save report as a PDF by selecting "printer" PDF

c. For Mac: Use the PDF dialog at the bottom left

print (7 )
Printer
wome: | [T -]
1 .
Status: Idle Find Printer...
Type: Adobe PDF Converter
Where:  Documents\*.pdf ("] Print to file
Comment: (] Manual duplex
Pane ranne Canies
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“}

Printer: 130.91.13.100

(S]]

Presets:  Default

Copies & Pages B
Copies: (¢

Collated

Pages:
Ol
") Current Page
o ) Selection

ey — “)From: [1

ooy 0

oo gt e i 1
Page Range

——

Enter page numbers and/
or page ranges separated
by commas (e.g. 2, 5-8)

-« 10f1 > >

Show Quick Preview

Mac: Save report as a PDF by clicking on the drop-down
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