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Step How to run TAL reports 
Navigation: TAL- Reports 
1 In this document, we will discuss how to run a report in TAL.  
2  Navigate to the reports menu in TAL.  

 
3 The drop downs will contain all reports you have access to run.  

 
4 Select a report to see all specified reports in that group that can be ran. 
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5 Report filters must be either completed or deleted. It is better to only use the filters you need 
and delete the rest. Click the “X” to delete them prior to running report.  

 
6 Click “grid” to review any results for criteria entered.  

 
7 A report will only generate if there are results to display for criteria entered. If a report 

generates, you can download report to excel for your records.

 
 


