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Schedule Reports – Report Manager

1. In the DPAS Warehouse Management module, navigate to
Schedule Reports from the Report Manager menu - The Report
Definitions Result Grid displays a list of all currently available definitions.

2. Select the Checkbox of the desired definition and select the Schedule Report button.
The Report Parameters and Submit/Schedule sections appear below.

3. Use the Drop Down button to select the Tier Level.
4. Use the Drop Down button to select the Report Type.
5. Use the Drop Down button to select the Program/Division/ICP.
6. Use the Drop Down button to select the Export File Format.
7. Enter the Schedule Dt/TM or use the Date/Time button.
8. Use the Drop Down button to select the Tier Level.
9. Enter Remarks in the field provided.
10.Select the Submit button to process the transaction. 

The View Reports feature is 
not available until report 
parameters have been 
made with the Schedule 
Reports function.

2
2

3 4
5

6 7 8 9 10

CUI



2

DPAS Quick Reference Guide AIT Functions

DPAS Call Center
1-866-498-8687

DPAS Website
http://dpassupport.golearnportal.org

DPAS Quick Reference Guide Report Manager

View Reports – Report Manager

1. In the DPAS Warehouse Management module, navigate to View Reports from the Report 
Manager menu - The Scheduled Reports Result Grid displays requested reports.

2. Select the Checkbox of the desired report and select the Print button. The report is 
downloaded and available for viewing and printing.
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Delete a Reports – Report Manager

1. In the DPAS Warehouse Management module, navigate to View Reports from the Report 
Manager menu - The Scheduled Reports Result Grid displays requested reports.

2. Select the Checkbox of the desired report and select the Delete button. The “Delete 
Scheduled Reports” pop-up window appears.

3. Enter any remarks in the History Remarks field.
4. Select the Delete button. The pop-up closes and the report is removed.
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