
If you’re viewing report results, you can change some criteria and re-reun a report 
without complete closing it.

How to run a report 
without closing

financesupport@utah.gov 

When you are viewing the results of your report, you can select either of these icons. You 
can either change the format of the existing results, or to re-run the same report and 
change the criteria.

 1. The drop-down icon (      ) will allow you to change the format of the existing criteria 
     (excel, pdf, etc.)

 2. The Run icon (        ) will open the prompt page. There you can alter the criteria. This 
option returns you to the prompt page.  Click Finish button, to re-run the report.
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