CREATING A REPORT

Go to List tab

Select “All records” from drop down
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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
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Click “create report” icon.
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Click on “all line items”
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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.
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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
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A new window will open on your computer called “BIRT Report Viewer” with the report.

Select the icon at the top for “Export Report”
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Export report

Report Example Title #1
FAA
Aircraft Primary Registration Tax
Use Report AMD Number Description Contractor Contract Number Billee Code Number PIC Pilot Start Date Status  Line Price Amount Charge Code
1824 705525 SPUR 0808802796 61C0 N5245A MHIGGINS 2/23/10 CAN 552.00 41.40 LLFAS00000 LF10000PP.HTOO000
AVIATIO LXS5054R 0000
1524 7035335 SPUR 0808802736 61C0 N3345A MHIGGINS 2/23/10 CAN 430.67 36.80 LLFAS00000 LF10000PP.HTOOOOD
AVIATIO L¥SS054R0000
1824 705525 0808802796 61C0 N5245A MHIGGINS 2/23/10 CAN 564.27 42.22 LLFAS00000 LF10000PP.HTOO000
LXS5054R 0000
1524 7035335 0808802736 61C0 N3345A MHIGGINS 2/23/10 CAN 613.33 46.00 LLFAS00000 LF10000PP.HTOOOOD
L¥SS054R0000
705525 0808802796 N5245A MHIGGINS CAN LLFAS00000 LF10000PP.HTOO000
LXS5054R 0000
705335 0608802796 N3345A MHIGGINS CAN 630.132 48.76 LLFASO0000 LF10000PP.HTOODO
LXSS054R0000
1524 705535 0s08802736 61C0 N5345A MHIGGINS 2/23/10 CAN 907.73 58.08 LLFAS00000 LF10000PP.HTO000
AVIATIO LXS55054R0000
1524 705335 SPUR 0608802796 61C0 N3345A MHIGGINS 2/23/10 CAN 2,404.27 180.32 LLFASO0000 LF10000PP.HTOODOD
AVIATIO LXSS054R0000
1524 705535 SPUR 0s08802736 61C0 N5345A MHIGGINS 2/23/10 CAN 149.00 11.17 LLFAS00000 LF10000PP.HTO000
AVIATIO LXS55054R0000
1524 705335 SPUR 0608802796 61C0 N3345A MHIGGINS 2/23/10 CAN 145.00 11.17 LLFASO0000 LF10000PP.HTOODO
AVIATIO LXSS054R0000
2502 034634 0s08803000 61C0 H28M GHOUSE 4/15/10 PAID 3.413.60 0.00 LFAS00000 LF20000AV.HUOO00 LFSPE7WFO000
2502 034634 0808802000 61C0 NZ2BM GHOUSE 4/15/10 PAID 848.00 0.00 LLFAS40000 LF10000.HTOOOO
---------- 5502 034634 0s08803000 """é-LCU H28M GHOUSE “‘;.-"-]-.-5-.1’1.0 PAID "-;3-:1-3.:-0“0-""“““‘6.00 LLFAS40000 LF10000.HT0000
"""""5502 034634 0608803000 """é.lCD N28M GHOUSE "5:"‘]1‘5‘.-’10 PAID ""EEIXS.:.D"D-"""""B.DD LLFAS40000 LF10000.HT0000
034634 0808803000 NZ8M GHOUSE PAID LLFAS40000 LF10000.HT0000
034634 0608803000 N28M GHOUSE PAID LLFAS40000 LF10000.HT0000
034634 0808803000 NZ8M GHOUSE PAID LLFAS40000 LF10000.HT0000
2‘502 034634 0608803000 EILCD N28M GHOUSE PAID 848.00 0.00 LLFAS40000 LF10000.HT0000
---------- 5502 034634 0808803000 """é-LCU NZ8M GHOUSE “‘;.-"-]-.-5-.1’1.0 PAID ""B-‘.?-S.:-D“D-""“““‘6.00 LLFAS40000 LF10000.HTOO00 %
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It will bring up a new screen where you can select if you want it in Excel (xls), pdf, word, etc. | always leave the default and select “ok”
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Report Example Title #1
FAA
Aircraft Primary Registration Tax

Use Report AMD Number Description Contractor Contract Number Billee Code Number PIC Pilot Start Date Status  Line Price  Amount Charge Code
1924 705535 SPUR 06088027596 61C0 NSZ45A MHIGGINS 2/23/10 AN 552.00 41.40 LLFASD0000 LF10000PP.HTO000O
AVIATIO LXSS054R0000
1924 705535 LLFAS00000 LF10000PP.HT0000
LXS5054R0000
1924 705525 LLFASD0000 LF10000PP.HTO000
LXSS054R0000
1924 705535 LLFAS00000 LF10000PP.HT0000
N LXS5054R0000
1924 705525 Export Format: 528,72 40.48 LLFASD0000 LF10000PP.HTO000
LXSS054R0000
1524 705335 LLFASO0000 LF10000PP.HTOODO
@ Al pages ages: LXS5054R 0000
1924 705535 . LLFASD0000 LF10000PP.HT0000
( Enter page geis). For example: 1-6 or 1,3,6 ) LXSS054R0000

1524 705335 .32 LLFASO0000 LF10000PP.HTOODOD
LXSS054R0000
1924 705535 .17 LLFASD0000 LF10000PP.HT0000
............ Auto Actual size Fit to whole page L¥X55054R 0000
1524 705335 17 LLFASO0000 LF10000PP.HTOODO
X; LXS5054R0000
2502 034634 [ oK ] [ Caﬁoel I .00 LFAS00000 LF20000AV.HUO00D LFSPE7WFO000
2502 034634 TEUSSUSUUT TICU TTZ T \ =al=i=r-l-s HIOT IO // PRI .00 LLFAS40000 LF10000.HTOOOO
---------- 2502 034634 0608803000 61CO NZ2EM HOUSE  4/15/1 FAID .00 LLFAS40000 LF10000.HT0000
""""" I502 034634 De08B03000  61CO NZEM GHOUSE  4/15/10 DAID .00 LLFAS40000 LF10000.HT0000
---------- 2502 034534 0608803000 61CO NZ2EM GHOUSE  4/15/10 PAID .00 LLFAS40000 LF10000.HT0000
""""" I502 034634 De08B03000  61CO NZEM GHOUSE  4/15/10 DAID .00 LLFAS40000 LF10000.HT0000
034534 0608803000 51C0 NZ2EM GHOUSE  4/15/10 PAID .00 LLFAS40000 LF10000.HT0000
034634 0608802000 61C0 NZEM GHOUSE DAID .00 LLFAS40000 LF10000.HT0000

034634 0608803000 61C0 NZ2EM GHOUSE PAID .00 LLFAS40000 LF10000.HT0000 %
Done & Internet 45 - B0 -
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Selecting “ok” brings up a new screen that requires you to select “open”
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Report Example Title #1
FAA
Aircraft Registration Tax

Use Report AMD Number Description Contractor Contract N Status  Line Price Amount Charge Code
1924 705535 SPUR 08028 AN 552.00 41.40 LLFASD0000 LF10000PP.HTO000O
AVIATIO LXSS054R0000
1524 705533 05088 Do you want to open or save this file? LLFAS00000 LF10000PP.HTOO0O
LXS5054R0000

1924 705525 08028 . LLFASD0000 LF10000PP.HT000O =
@ Mame: rca_nflest_shorsburghl 282329173219, xls L XSS054R 0000
1924 705535 08088| Type: Microsoft Office Excel 97-2003 Worksheet LLFAS00000 LF10000PP.HTO00O
[ LXS5054R0000
1924 705525 08028 LLFASD0000 LF10000PP.HTO000
LXSS054R0000
1924 705535 06038 | LLFAS00000 LF10000PP.HT0000
LXSS054R0000
1924 705535 os088g LLFASD0000 LF10000PP.HT0000
LXSS054R0000

1924 705535 os0a8| - While fles Tr e useful, same files can potentialy CAN  2,404.27 180.32 LLFAS00000 LF10000PP.HT000O
............ @ harm your computer. [ you do not trust the source, do ot open or LXS5054R0000
1524 705535 06088 save this file. What's the risk? CAN 145.00 11.17 LLFA500000 LF10000PP.HTO000
LXSS054R0000
1924 705535 0603802795 TICO LT TFIGGINS, 210 CAN 145.00 11.17 LLFAS00000 LF10000PP.HT0000
LXSS054R0000
2502 034634 0608803000 61C0 NZ2EM GHOUSE 4/15/10 PAID .00 LFAS00000 LF20000AV.HUO00D LFSPE7WFO000
2502 034634 0608803000 61C0 N28M GHOUSE 4/15/10 PAID .00 LLFAS40000 LF10000.HT0000
""""" 2502 034634 0608803000 61CO NZ2EM GHOUSE  4/15/10 PAID .00 LLFAS40000 LF10000.HT0000
""""" 2502 034634 De08B03000  61CO NZEM GHOUSE  4/15/10 DAID .00 LLFAS40000 LF10000.HT0000
""""" 2502 034634 0608803000 61CO NZ2EM GHOUSE  4/15/10 PAID .00 LLFAS40000 LF10000.HT0000
""""" 2502 034634 De08B03000  61CO NZEM GHOUSE  4/15/10 DAID .00 LLFAS40000 LF10000.HT0000
""""" 2502 034634 0608803000 61CO NZ2EM GHOUSE  4/15/10 PAID .00 LLFAS40000 LF10000.HT0000
2502 034634 0608802000 61C0 NZEM GHOUSE DAID .00 LLFAS40000 LF10000.HT0000

2502 034634 0608803000 51C0 NZ2EM GHOUSE PAID .00 LLFAS40000 LF10000.HT0000 %/
(w Done & Internet 45 - B0 -

— E




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”

Microsoft Excel

Conditional Format Sort & Find &
Formatting = as Table = Filter~ Select =

start . — Mon-Fle: ft... B e < Fying ...horsbur... T AMD Dail




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

)\ H 9 -G - Q&S0 )+ cg_nfleet_ehorsburgh1282329173219[1].xls - Microsoft Excel | | - 2 X%
(it~ =
Home Insert Page Layout Formulas Data Review View Acrobat @ - = X
oy a ; = ra .
j d Cut Verdana,Arial,si * |6 A A =|| P~ S Wrrap Text General - *g‘ % Mormal Bad il- 9 "] Saauic=u ? \:ﬁ
= 123 Copy - [#] Filt -
Paste . 'B I U - i Emelgeﬁlcemerl' | $ - % o ||%B % Conditional Format Good Neutral = Insert Delete Format Sort & Find &
- - Format Painter - Formatting = as Table = - - - &2 Clear - Filter = Select ~
Clipboard [= Font [= Alignment [= Mumber I= Styles Cells Editing
[ a1 -0 e |
A B C D E F G H | J K L M N o P Q S T u W W X Y
1 1
2 |Report Example Title #1
3
Aircraft Usze | AMD Humber Descripti [ [ Primary Billee Fas PIC Pilat Start Date Status Lint Price|  Taz Amoust|  Charge Code
4 Report Humber Code  Registration
r [EET 05535 ZPUR AVIATIOY  DEOBB02T36 E1C0 ME34TA TARIGGING ZiZ30 CaN 5200 4140 LLFA500000
= O A AU S A A LFAG000FR HT G000
6 [ 24 ” 105535 SPURAVISTIO X T 0B0Sa02TIE §iC0 [IEETE TARIGEINS B Can 43087 36,30 LLFAS00000
77777777777777 L I LF10Q00PP HT Q000
r 1aza ¥ 05535 SPUR AVIATIOF  0E03502736 £1C0 ME34ZA TMHIGEINS 212310 CaN 564.27 4232 LLFA500000
L s S N PR N A LFAG000FR HT G000
a [ 24 ” 105535 SPURAVISTIO X T 0B0Sa02TIE §iC0 [IEETE TARIGEINS B Can 61333 46.00 LLFAS00000
77777777777777 L I LF10Q00PP HT Q000
r 1aza ¥ 05535 SPUR AVIATIOF  0E03502736 £1C0 ME34ZA TMHIGEINS 212310 CaN 53375 4045 LLFA500000
N (U S S I A B LFAG000FR HT G000
10 24 ” 105535 SPURAVISTIO X T 0B0Sa02TIE §iC0 [IEETE TARIGEINS B Can 650,13 4576 LLFAS00000
77777777777777 L I LF10Q00PP HT Q000
1aza ¥ 05535 SPUR AVIATIOF  0E03502736 £1C0 ME34ZA TMHIGEINS 212310 CaN 30175 6505 LLFA500000
s O S S I A LFAG000FR HT G000
1 24 ” 105535 SPURAVISTIO X T 0B0Sa02TIE §iC0 [IEETE TARIGEINS B Can Za0427 8052 LLFAS00000
77777777777777 L I LF10Q00PP HT Q000
1aza ¥ 05535 SPUR AVIATIOF  0E03502736 £1C0 ME34ZA TMHIGEINS 212310 CaN 143.00 0 LLFA500000
E s [ S S I R T LFAGQ00PR HT G000
11l [EE 105555 SPURAVISTIO P DRUSE0ETIE [30=0] [IEETE TARIGGEINS 22500 Can 143.00 i LLFASO0000
- R LFEANQOORE HT QOO0
150 zz02” 034634 DYMAMIC 24714 ¥ 0808805000 iC0 (e GHOUZE 40 BAID FAT5ED 4.00 LFA500000
- ey LF: HUD00
16 zs02” 054634 DYMAMIC 3314 ¥ 0608805000 [30=0] HEEN GHOUFE 4150 FAID F45.00 0.00 LLF 4540000
- J LE10000HT 0000
170 zz02” 034634 DYMAMIC 24714 ¥ 0808805000 iC0 (e GHOUZE 40 BAID F45.00 4.00 LLF 4540000
- J S, LE10000.HT Q000
18 zs02” 054634 DYMAMIC 3314 ¥ 0608805000 [30=0] HEEN GHOUFE 4150 FAID F45.00 0.00 LLFA540000
- J LE10000HT 0000
190 zz02” 034634 DYMAMIC 24714 ¥ 0808805000 iC0 (e GHOUZE 40 BAID F45.00 4.00 LLF 4540000
- J S, LE10000.HT Q000
20 zs02” 054634 DYMAMIC 3314 ¥ 0608805000 [30=0] HEEN GHOUFE 4150 FAID F45.00 0.00 LLFA540000
- J LE10000HT 0000
nl zz02” 034634 DYMAMIC 24714 ¥ 0808805000 iC0 (e GHOUZE 40 BAID F45.00 4.00 LLF 4540000
- J S, LE10000.HT Q000
2 zs02” 054634 DYMAMIC 3314 ¥ 0608805000 [30=0] HEEN GHOUFE 4150 FAID F45.00 0.00 LLFA540000
- J LE10000HT 0000
23l zz02” 034634 DYMAMIC 24714 ¥ 0808805000 iC0 (e GHOUZE 40 BAID F45.00 4.00 LLF 4540000
- J S, LE10000.HT Q000
2al zs02” 054634 DYMAMIC 3314 ¥ 0608805000 [30=0] HEEN GHOUFE 4150 FAID F45.00 0.00 LLFA540000
- J LE10000HT 0000
Prad zzaa? 034634 DYHAMIC &34 ¥ 0808805000 iC0 H2E GHOUZE 40 PAID £53 4.00 LLF 4540000
- - . - LEI0000.HTO00G
26 €050 " FEE3EE DYNAMIC A4 Y G8DEE05000 0= Hi4CF RCURL S2AAD FAID AAfTED 000 LLFASO0000LF200
- - ) _ . 004 YHUDOODLFSE
27 coso * F30a5E DYHAMIC &34 ¥ 0808805000 iC0 HisCE RCURL 240 PAID e 0.00] LLFA500000LF200
. B ) ) 004 YHUDOODLFSP
28 €050 " FEE3EE DYNAMIC A4 Y G8DEE05000 0= Hi4CF RCURL S2AAD FAID 511450 000 LLFAS00000LF 200
- - ) _ 004 YHUDOODLFSE
29 coso * F30a5E DYHAMIC &34 ¥ 0808805000 iC0 HisCE RCURL 240 PAID 2£10.40 0.00] LLFA500000LF200
. B ) ) 004 YHUDOODLFSP
a0 €050 " FEE3EE DYNAMIC A4 Y G8DEE05000 0= Hi4CF RCURL S2AAD FAID F45.00 0.0 LLFAS40000LF000
- . . - OHT QD00
a1l coso * F30a5E DYHAMIC &34 ¥ 0808805000 iC0 HisCE RCURL 240 PAID F45.00 0.00 LLFAE00000LF200
004 YHUDOODLFSP

[l FH235E OHARMIC A8 Y R0EE03000 BiCT Hi4CF RCURL 51240 FAID E45.00 .00 LLF AS00000LF 200
08 4 ARG ESD

L,
32
4 4 b v| Sheetl ~¥J [T m ]

Ready
— -
‘4 Start CEBEA~ 7|/ HonFlesta . y . T AMD D

| 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.



