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Download Report from SCO 
 
You can save PDF reports when selecting the View Reports by Date or View Reports by 
Name. Download Report from SCO allows you to save multiple reports at once. 

1. From the Online Reporting menu, click Download Report from SCO. 
 

 
 

2. Click SELECT next to a SYSID (or click the Filter by SYSID drop down menu to select 
a SYSID).  

 

 
 

3. Click Select next to a Run Date (or enter a date range (yyy/mm/dd) to filter the report list 
by, click Find, and then select a date). 
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4. Click the check boxes next to the reports you want to download. 
5. Click Download. 

 

 
 

6. Click Save, or click the drop down menu and then click Save As to choose a specific 
location to save the file to. 

 

 
 

7. Click Open Folder if you want to view the file immediately. 
8. Double-click the zipped file, and then double-click the folder will be displayed to view the 

list of PDF reports. Open each as needed. 
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9. If you have saved the file, but did not open the file or you want to view the download later, 
you can (depending on your browser setup) find your downloads by clicking the gear icon 
in your browser and then View Downloads, or click Tools, View Downloads. 
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