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Reports > Reports 
Use the Reports function in WealthscapeSM to run and 
manage on-demand reports assigned to you.  

When you first open the Reports window, the All Reports 
tab displays. For users with administrative entitlements, 
this tab is labeled My Work (not shown). This tab lists all 
shared reports that are assigned to you, as well as any 
personal reports that you have created, if entitled.  

If a shared report has been removed from your profile, it 
is represented in the Type column as a Historical report. 
Select Include Historical Reports to include these 
reports on the All Reports tab. 

To take action on a report, select the arrow next to the 
report name to display a menu. Only those actions that 
you are entitled to perform or that are applicable for the 
report are available on the menu. To run a report, for 
example, select View (or simply select the report name).  

If a Prompted Report icon displays next to the report 
name, you will be prompted to enter report criteria (not 
shown), such as a date range, before the report is 
generated. 

The Favorite Report icon displays next to any report that 
you have designated as a favorite. Select the Favorites 
tab (top of Report window) to access your favorite 
reports. 

If you subscribed to receive an alert when a scheduled 
report is generated, an icon displays in the Alert column. 
Different icons display based on whether you are 
subscribed to a personal, optional, or mandatory alert.  

To manage your alert subscriptions, select Manage Alert 
from the menu. 

The Manage Alert window displays. Note that you cannot 
unsubscribe from a mandatory alert. 
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