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IN MANAGER MODE: 
Go to Reports 
 
1. Select Reports Button 
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REPORT CENTER: 
 
1. Under Report Type, Select Inventory Reports 
2. Under Report, Select Inventory Listing 
3. Select Run Report (F7)  
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REPORT CENTER: 
 
1. Select OK (F10) 
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REPORT CENTER: 
 
1. To run report by Department, Select A Previously Saved Query for a list of Departments 
2. To run all inventory list, select Do not apply Query 
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REPORT CENTER: 
 
1. To run report by Department, select the Department 
2. Click Select 
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REPORT CENTER: 
 
1. Report pulled by Query for a Department 
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REPORT CENTER: 
 
1. Report of all Inventory items.  (Shows multiple Departments) 
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