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To create a new report in Realcomp – Start with your Saved Search as usual. 
 
Put in any parameters and Search.  Once there, click the drop down – select a 
different report format: 
 

 
Scroll to ‘Design a new Report’ 
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You should get this screen.  Give this report a name. 
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Choose and ‘ADD’ the fields from the left column to ‘ADD’ to the right column. 
 
Name your Report – Anything – but I named mine 1004MC 
 
This will get you all the parameters necessary for the report you need. 
 
Follow the instructions in the second file for how to use it with the spreadsheet. 
 
I hope this helps. 
 
Let me know if you have questions. 
 
This new spreadsheet was the brainchild of George Hatch on the West coast. 
 
Be sure to drop him an e-mail to thank him. 
 
 


