
 

 







 

 

 



 

 

 

 

 

 

 

 



 

 




	Identify mandatory variables on the Prompt screen
	Fill in the mandatory variables
	Mandatory variables - changing the dropdown from Between to Equal
	Adding optional variables
	Entering dates - YYYYMMDD
	Adding or deleting rows of data
	Using ranges of data (i.e., Between and Greater Than)
	Filtering (using the Display Member Selector button)
	Using the Display Member Selector button to search for personnel numbers and names
	The Save Prompts button and the OK button
	Troubleshooting - OK button does not activate
	Troubleshooting - Error Messages



