
Opening and Printing Reports 
From your Home Page you have the option to open and print a report following steps below: 

1. On the Web Plus menu, click Reports. 

Result:  Web Plus displays a list of reports available. 

 
 

2. Click the Abstracts Submitted Sorted by Abstractor link. 

Result: The Abstracts Submitted Sorted by Abstractor report page opens.  

 
 

3. Choose your date range (date of your upload) and click Select. 

 

You can use the calendar icon to choose your date or type the date 
directly into the field by using the mm/dd/yyyy format, such as 
10/01/2013 for October 1, 2013. 

 

When you save the abstract the system displays edit errors. Notice that the 
Edit Errors tab is automatically opened on the right and displays the total 
number of and details of the edit errors contained in the abstract. The 
procedures for resolving edit errors are described in a later chapter in this 
manual. 

     Result: Web Plus displays the report again with the information in the date range you selected.  
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4. To print the report, click on the Printable Report link. 

Result: A page opens with a printable version of the report. 

 
 

5. You can use your internet browser to print the list on the screen. For optimum printing results, print Web Plus 
reports in landscape mode. To print in landscape, click on FilePage Setup, and click on Landscape, then OK. 

                             
 

5.  Click on File, then Print. 
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