Audit a Report

You should audit a report before sending as this will highlight any missing data. To audit a report go to
Reporting=> Report Information. Highlight the report and select Audit Report.
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A list of Audit Results will be shown:
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Repart: 2010 First Quarker (01,/01/2010-04/17/2010) - Audit Date: 03/18/2010

Section | Code | Description -
Receipt E Fart of the Mailing Address iz missing - Street

Feceint E Fart of the Mailing Address iz missing - City

Receipt E Fart of the Mailing Address iz mizzing - Zip Code

Receipt E Fart of the Mailing Address iz missing - Street

Receipt E Fart of the kailing Address iz miszing - City

Receipt E Fart of the Mailing Address iz miszing - Zip Code

Feceint E Fart of the Mailing Address iz missing - Street =
Receipt E Fart of the Mailing Address iz mizzing - City

Receipt E Fart of the Mailing Address iz missing - Zip Code

Feceint E Fart of the Mailing Address iz missing - Street

Receipt E Fart of the Mailing Address iz mizzing - City

Receipt E Fart of the b ailing Address iz missing - Zip Code

Receipt E Fart of the Mailing Address iz missing - Street

Receipt E Fart of the Mailing Address iz miszing - City

1] |

_>I_I
Refrezh dudit List Wie Audit [bem Cloze |

|27 Audit itemz Listed. 4

Highlight an entry and select “View Audit Item.” This will bring up the entry screen. You can then make
your changes and additions and save the entry. Back at the Audit Results screen you can then select
“Refresh Audit List” and this will remove the corrected entry from the list.

Remember: Best efforts are required when securing information such as address and occupation
information from contributors.



