
Reports – Generate a Report
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1.
Determine need 
for report from 

VoteCal

4.
Select appropriate 

parameters for 
report data and 

format

3.
Retrieve selection 

parameters for 
selected report 

type

11.
Update Report Job 

List

12.
Review Job Status 
and Retrieve File

13.
View, Print, or 
Save Report

8.
Retrieve 

previously run 
report

5 - Optional
Retrieve list of 
recently report 
requests with 

matching 
parameters

2.
Select Report 

Type from Report 
List

6.
Select Existing 

Report?

Yes

7.
Choose to run new 

report

No

10.
Generate Report

9.
Process Request 
and Add to Report 

Job List
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