
CREATING A REPORT 

Go to List tab 

Select “All records” from drop down 

 

 



Click on “Advanced Search” under the list tab 

Enter any delineators to limit your report data (example shown is the billee 61C0 on both the time based and fees and charges line items). To 
query for an entire bureau a recommendation would be to select based on bureau name in job number (for example, enter BLM in both job 
number fields).   



Click “Find”.  The List records are updated based on your query (example billee 
61C0)

 

Click “create report” icon. 



 

 

 

 

Click on “all line items” 



 

Click on “Filter” (right side of page after “available fields”) 

For your basic former “Detail of Charges” report we will need to select field descriptions we want included from the usage reports. 

 

Type “Line price” in the field description blank box; it will bring it up with a down arrow.  Hit the down arrow to select field. 



Select field (it puts in down in the selected fields for your report at the bottom of the current page).  Then hit “Submit” button. 

 



Add the following one at a time in the field description box: “Tax Amount” (select down arrow when it comes up); “Charge code”; “Surcharge” if 
a non-DOI AMD Customer; “Billee Code”; “Mission code”   You can search for these fields by either typing in the full name or partial and hitting 
enter.    When you have all the fields selected you want included in your report give the report a title and check the box to save 
report.

 



A new window will open on your computer called “BIRT Report Viewer” with the report.  

 Select the icon at the top for “Export Report” 

 



It will bring up a new screen where you can select if you want it in Excel (xls), pdf, word, etc.  I always leave the default and select “ok” 

 

 



Selecting “ok” brings up a new screen that requires you to select “open” 

 

 



When you select “open” you are provided a dialog box that says the “file you are trying to open is in a different format…...”.   

Please select “yes” 

 



Then your report is populated into an Excel file which automatically opens. 

 

I would recommend filtering on the status for “paid” status.  The line item price and the tax amount are both billed to the customer. 



You may see many “CAN” status.  This is where we have entered the paper document (AMD-23 or AMD-2) incorrectly on the header sheet and 
have had to cancel (due to wrong aircraft number, wrong price schedule/item number, etc).    

Please contact Erin Horsburgh (208) 433-5033, Jackie Guthrie (208) 433-5075, or Martha Watkins at (208) 433-5039 if you have questions on 
generating reports.  If we can’t assist, we will contact the development manager or system administrator for assistance. 


