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Introduction to Reports 
When you begin running any type of report within the RSSS System, you will see 
some commonality between certain things.  You will always be prompted to to enter 
a printer or file pathname first followed by the Separate Locations prompt. 
 
Each report has its own field prompts with the prompting information (what the 
options are that you have to fill in for the field) displaying at the bottom of the 
screen.  As you cursor through the fields on the report screen, you can select the 
options you want to tailor the report to your liking. 
 
When you are done filling in the parameters to run the report, press F9 (the DONE 
key) and the report will print.  At times you may see Record counts flashing across 
the screen and in some cases the report may run so fast you won’t see the counts. 
 

Printer or File Pathname and Separate Locations Prompts 
Figure 1 is a screen you will see with most reports you want to run and in several 
other instances throughout the system. 
 

Figure 1 Printer or File Pathname and Separate Locations prompts 
 
You will be prompted for printer or file pathname.  If you want to print directly to the 
default printer, press the ENTER key.  If you want this information to print to another 
printer, type that printer number over the default and press the ENTER key.  You will 
now be prompted for “Separate Locations”.  As an independent or stand alone 
system, you will normally answer this prompt with an N for no.  Answering with a Y 
for yes will only be called for when your printer or file pathname prompt has been 
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answered with a file name followed by 3 X's and not a printer.  This option can only 
be used if you are set up to be able to run reports on more than just your location.  
See Figure 2 and Figure 3 respectively. 
 
 

 
Figure 2 Examples of File Pathnames 
 
The above example will run reports to files on disk that can be printed at a later 
time.  This is useful for mainframe systems.  The above example will place the 
following reports on your root directory on disk with the appropriate leading 
character. 

 
 

Figure 3 Examples of File Names 

Select by Loc or Loc Groups Prompts you may encounter… 
This is a prompt you will see frequently when setting up reports to run.  This defaults 
to an N for no to run all locations.  If answered with a Y for yes, you will be 
prompted “Select by Locs or Loc Groups”.  On the bottom of the screen Option 1 
Select by Locations and Option 2 Select by Location Groups will be displayed.  Enter 
the number beside the option you want.   
 
If Option 1 Select by Locations is selected, you will be prompted “Location 
Selection”.  On the bottom of the screen you will see displayed   

1) Select by 10 Locs/Groups      
2) Select Range of Locs/Groups. 

 
If you select 1) Select by 10 Locs/Groups, the prompt will change to 
“Locations”.  You may enter up to ten different locations.  Use 4 digits when entering 
the locations (example: location 1 would be entered 0001).  See Figure 4. 
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Figure 4 Print Customer Report Screen with Select by Locations 
 
If you select 2) Select Range of Locs/Groups, you will be prompted 
“Locations between”.  Type in the Location you want as the lowest number and the 
location you want as the highest number.  Use 4 digits when entering the locations 
(example: location 1 would be entered 0001).  See Figure 5. 
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Figure 5 Print Customer Report Screen with Select Range of Locs/Groups 
 
If Option 2 Select by Location Groups is selected, you will be prompted “Group 
Selection”.   On the bottom of the screen you will see displayed   
 

1) Select by 10 Locs/Groups      
2) Select Range of Locs/Groups. 

 
Selecting by location groups allows you to print selected groups of stores that have 
been set up for certain Regional or District Managers.  This is useful when a Regional 
or Market Manager runs more than 10 stores.  The entering of one location group 
number eliminates the need for entering all the store numbers. 
 

1) You will now see the prompt “Loc Groups”.  Type in the Location Group 
number(s). You may enter up to ten different location groups.  You 
may enter up to a 4 digit location number. See Figure 6. 
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Figure 6 Print Customer Report Screen with Select by Location Groups 
 

2) You will now see the prompt “Loc Groups Between”.  Type in the 
Location Group you want as the lowest number and the Location Group 
you want as the highest number.  See Figure 7. 
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Figure 7 Print Customer Report Screen with Locs Groups Between 
 
NOTE: Location Groups are assigned in location maintenance (LOCMNT).  
See Figure 8. 
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`

 
Figure 8 Location Maintenance Screen 
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