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Overview

What is the web
intelligence tool?

What sources of data
can | access with this
tool for the purpose of
1099-MISC Reporting?

Use the tool to access
pre-built reports and to
create your own

What you’ll be doing in
this tool?

What information you’ll
be pulling from this
baseline 1099-MISC
template?

The Enterprise Reporting Web Intelligence (ER Webl) tool
provides business users an easy to use interactive and
flexible user interface for building and analyzing reports on
state enterprise databases. It provides the querying,
reporting, and analysis all in a single tool.

As part of the 2012’s New 1099-MISC Reporting solution,
using the ER Webl tool and with special security access,
you will be able to access the Agency Financial Reporting
System (The state’s accounting system)’s transactions data
with Tax ldentification Number (TIN) information made
available.

You can use the tool to create almost any kind of ad hoc
report.

As part of the 2012’s New 1099-MISC Reporting solution, a
baseline 1099-MISC template was created for your use.
This template is available in the “AFRS 1099 Report
Template” sub-folder of the Public Folder.

Extract Payments data

Pull only IRS reportable data for the 1099-MISC form
Create an Excel file by IRS Box Type

Agency

Calendar Year

Transaction Types that are payments (B; G; and H)
General Ledger 7120 and 7130

....Ow>
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1099 Data Download
What is it?

1099 Download Application — What is it?

1099 Download Application Environment that includes the secure 1099 universe,
secure 1099 public folder, and secure 1099 data extract

(s).

AFRS XXXX with TIN This is the name of the universe that houses your AFRS
transaction history with a secure access to the tax
identification number (TIN).

The “XXXX” represents the biennium.

AFRS 1099 Report Template This is the name of the folder in ER Web Intelligence’s
public folder that houses the baseline 1099 data extract

(s).

AFRS 1099 Data Extract — Formerly known as “Agency AFRS Transaction Detalil
XXXX Report”, the “AFRS 1099 Data Extract — XXXX” is the
secure baseline 1099 extract where users will have the
ability to query and filter their AFRS transaction history
details, which includes the secure TIN information.

The “XXXX” represents the biennium.
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1099 Data Download
What is it?
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How to get to your 1099-MISC data by IRS Box Type
Step 1 - Login to Enterprise Reporting (ER) Web Intelligence (Webl)

How to get to your 1099-MISC data

1. Login to Enterprise Reporting Web Intelligence (ER Webl)

A. Access the following URL: https://reporting.des.wa.gov (inside SGN) or
https://secureaccess.wa.gov (outside SGN).
B. Loginin to ER Webl

@‘E’ashinglon State Depg.‘émem of i . 5
nterprise Services lelp Desk:
Enterprise Reporting Services (360)407-910

HELP @

Enter your user information and dick Log On.
(If you are unsure of your account information, contact your system administrator.)

User Name: |trinh 105

Password:

Forgot password, User name, or Enable your account
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How to get to your 1099-MISC data by IRS Box Type
Step 2 - Locate “AFRS 1099 Report Template” folder

2. Locate “AFRS 1099 Report Template” folder

A. Click “Documents” tab

E;}EF&E&E%&S ﬁﬂﬁm-ll k..
[ Home I Docu menisél }

3
View = New — Organize Send 3
My Documents

S N
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How to get to your 1099-MISC data by IRS Box Type
Step 2 - Locate “AFRS 1099 Report Template” folder

B. Click on the “Folders” title, located at the bottom left corner.

|Hnn|e " Du-c:umenlsl i

Wiew — Mew =~ Organize Send More Actons Detai

My Documents

= 10
Bl [B0 1099 mMIsc
7 [ Helpdesk I
o 1T webI_aAdwvanced
© W 11_wwebI_Adwvanced Ewxercises =

- [ opMweE

- [ Trinh_vendor_Lookup
- [l TTs_201209_Prior
L Inbos

@ Personal Categories

S AR Al S 0

Il’.\.l
-

kol 3K K K 3K o8, 58 98 3K 3K 3K, 2K 2K, o8, 2R 7R oK oK Ak 2k 20 N

Folders

a ores A
Search

This action will display the “Public Folders”

it

A
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How to get to your 1099-MISC data by IRS Box Type
Step 2 - Locate “AFRS 1099 Report Template” folder

C. Click on the plus sign of the “Public Folders” to expand the list of folders available in the
Webl Public Folders.

Home | Documents b
View -~ Mew Organize

My Documents

The “AFRS 1099 Report Template” folder houses the baseline 1099 data extracts.
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How to get to your 1099-MISC data by IRS Box Type
Step 3 - Copying 1099 baseline report to your “My Favorites”

3. Copying the “AFRS 1099 Data Extract - Combined CY2015” report
into your “My Favorites”

Inside the “AFRS 1099 Report Template” public folder are the baseline AFRS 1099 data extracts.
A. Right-click on the “AFRS 1099 Data Extract — 2017” report title to open up Organize function.
B. Select Organize

C. and select Copy

1099-MI5C Adjusting Template - 2013 Web Intelligence
1099-MISC Adjusting Template - 2015 Web Intelligence
1099-MI5C Adjusting Template - 2017 Web Intelligenca
AFRS 1099 Data Extract - 2013 Web Intelligenca

AFRS 1099 Data Extract - 201% Web Intelligenca

AFRS 1099 Data Extract - | Web Intelligence

AFRS 1059 Data Extract - C- 8 m Web Intelligence
15

E AFRS 1099 Data Extract - Combined C¥20

] R RED R RED RED RE

Web Intelligence
View

Properties

Schedule
Mobile Properties

Categories
Document Link
@) ] } Organize Create Shortcut In orites
' sen > 1 ﬁw{O ____________

Copy Shortcut

Details

D. Navigate to your “My Documents and click on the title to expand your "My Documents". You
should now see your “My Favorites”
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How to get to your 1099-MISC data by IRS Box Type
Step 3 - Copying 1099 baseline report to your “My Favorites”

My Documents

5
- |Expand My Documerts

' I ~aebinteligence

E. Right- -click on [My Favorites] folder
F. Select Organize
G. and select Paste

ﬁ; Hesta i ks i
—orise Services

(HSH0T-91 00
1%, )
& ”

Views . Seganize * Send More Actions Details
I"r'II’r Du Titl
= k W
..... e Properties 108

- Mew >
"o Hel|
Jl? Organize Paste g . @ I
T W Details . J I
—r= I oM
II_Webl_Advanced_Exercises Trir
OMWEE TrS
Trinh_Vendor_Lookup TT=
TS # |0
0_C
TTS_201209_Prior il
¥ |02
~ * | 02C

By saving the baseline 1099 data extract into your “My Favorites”, you become the
owner of the template. Becoming the owner of a template enables your ability to edit
the template.
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How to get to your 1099-MISC data by IRS Box Type
Step 4 - Modify 1099 baseline report to include Only 1099-MISC data

4. Modify 1099 report (You must have security and be the owner of
the query in order to use the ‘modify’ function)

Note: Please make sure that you are opening up your copy of the baseline 1099 data extract,
as you must be the owner of a template in order to modify it. Your copy of the template is the
one you've saved in your "My Favorites"

Also Note: You must have Web Intelligence Named User license order to create/modify
templates. If you do not see “Modify” as an option, you do not have a license to create/modify
Webl templates.

A. While in your "My Favorites" folder, locate the saved 1099 template, right- clicks on the
report title,

B. And select [Modify].
= Ml Rd LUTT Uaua LA o T LULJ_I..I’_'H I_'F_I.l"_l " i

‘| | AFRS 1099 Data Extract - 2015_LNI_by_BT_6M_6C
099 Data Extract - 2015[1]

99 Data Extract - Combined CY2013
.KRS 1099 Data Extract - Combined CY2015

View

8 _Trinh_version
Properties

# | PAYMENT_Counts F
.) Madify
J Schedule

Maobile Properties

Categories

Document Link

Wt . e et Stk ol . se cdesBe

If prompted with “Do you want to run this application”?, click [Run]

C. Enter Prompts - Agency
e Enter value for prompt value; Agency

In the Agency prompt, enter your agency three-digits code and click on the right arrow
to select value:
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How to get to your 1099-MISC data by IRS Box Type
Step 4 - Modify 1099 baseline report to include Only 1099-MISC data

Prompts

* Enter vale(z) for Agency.

+  Enter value(s) for Calendar vear
¥ [optional) Erter value(s) for Transsction Type: By w.

¥ (optional) Erter value(s) for GL Account: 71205 7.

b ‘--M\'\\‘ P s P M‘,m-\_ Py W NN W Y r._am‘

o
Type a value: 179‘

'?EI

Selected Yalie(s)

Agency

oot
o5
]
011
012
013
014
020
035
037

N

Last Refreshed 1092013 10:13:31 &M

" -

D. Enter value for prompt value; Calendar Year

Cancel

\- T S e S B og

In the Calendar Year prompt, select your calendar year and click on the right arrow to

select value:

Prompts

~ Erter walue(s) for Agency. 179

* Enter valuers) for Calendiar ear.

+ [optional) Erter valug(s) for Transaction Type: Bj ..

~  (optional) Erter value(z) for GL Account: 7120; 7...

o

Type a value:

Selected Yalue(s)

2] vm 2]

Calendar Year

2011

02

.
BO
FR

Last Refreshed: 10972013 10:18:32 &M

@ -

B W YR Y e e, S T

E. Refresh Data by clicking on the [OK] button.
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How to get to your 1099-MISC data by IRS Box Type
Step 4 - Modify 1099 baseline report to include Only 1099-MISC data

Properties |

- S |

Save Menu

Click to zave the document,
ar click the arravwy for all
zave options.

Optional prompts

e Enter Transaction Type (optional) — Please note that this prompt is optional. You do not
need to change it if you are satisfied with the values selected. The values currently
selected are:

B — payments
G - Warrant cancellations
H - SOL warrant cancellations

e Enter General Ledger (optional) — Please note that this prompt is optional. You do not
need to change it if you are satisfied with the values selected. The values currently
selected are:

7120 - cash payments
7130 — Warrant cancellations
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How to get to your 1099-MISC data by IRS Box Type
Step 5 - Create a new report to pull only data for the 1099-MISC form

5. Create a new report to pull only 1099-MISC data

The baseline 1099 template will have a baseline “Agency AFRS Transaction Detail” Report. This
“Agency AFRS Transaction Detail” report has all the transactions that made up the payment.
We would use this default report to reconcile the payment transactions.

However, we are at the 1099-misc reporting point. We do not need all the details included in
the default “Agency AFRS Transaction Detail” report. We need a new report that has only the
pertinent data to be included on a 1099-MISC form.

To create a new report to pull only 1099-MISC data, review the actual 1099-MISC form for the
requirements.

At a minimum, the following data are needed for the 1099-MISC form:

1) IRS Box — not needed for the actual 1099-MISC form; However, since the amount in our
AFRS data warehouse does not tell us which IRS box it should go on the 1099-MISC form,
we need to pull the IRS Box value. The IRS Box information will assist us in determining by
its value, where the amount from your source file (AFRS data warehouse) should be
mapped to the destination, which is the IRS Box on the 1099-MISC form.

2) TaxpayerID

3) Tax Type

4) Vendor Name

5) Vendor Address 1

6) Vendor Address 2

7) Vendor Address 3

8) Vendor City

9) Vendor State

10) Vendor Zip

11) Amount

A. Add Report

Make sure you are In the [Design] mode, Right click on the “Agency AFRS Transaction Detail”
report tab and select “Add Report”.
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How to get to your 1099-MISC data by IRS Box Type
Step 5 - Create a new report to pull only data for the 1099-MISC form

iaaa 13
i3aa 13
iaaa 15
i3gu 07
i3gu a3
iggn Al Repart
' [ Duplicate
- 1 Right Click i
-I Agency AFRS Tf! ?ctiun
Rename

hove

000E2200 G68
““““““““ G968
Gg8
g68

es Off Pag

[

B. Rename the report2

Right click on “Report 2” and select “Rename".

[3  AddRepart

Duplicate

Delete Report

Rename

Miove

ol (310 et BT /

>

In the "New value" text box of the Rename dialogue, enter new name and click [OK].
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How to get to your 1099-MISC data by IRS Box Type
Step 5 - Create a new report to pull only data for the 1099-MISC form

Rename

Currert walue:  |Report 2

Mewy walue:

For the purpose of training only, rename report to "1099_MISC_Only". When you are working

in production, you can give any name meaningful to you.

C. Press the “Ctrl” key and hold down the “Ctrl” key, Select each of the following 1099-MISC

data, in the order listed below.

1)
2)
3)
4)
5)
6)
7
8)
9)

IRS Box

Taxpayer ID

Tax Type

Vendor Name
Vendor Address 1
Vendor Address 2
Vendor Address 3
Vendor City
Vendor State

10) Vendor Zip
11) Amount

D. Once all 1099-MISC data elements are selected in the exact order listed above, drag the
data elements from the [Available Objects] section and drop into new report.
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How to get to your 1099-MISC data by IRS Box Type
Step 5 - Create a new report to pull only data for the 1099-MISC form

DI TYPE

et

Current Doc Num

Doc Date

Excaption Code

Expendtura Authorty index
Figcal Month

GL Account

invoice Date

invoice Num

IR Box \

asterndex

Process ate ‘\
Program Index 5
Project

Reference Doc Hum \\
Subagency

Subotct \\
Subsubobject
Tax0ayer i e e v v - “
TaxTyoe g ,!‘-' ﬁ‘u

'ranaacﬂun Code
4\&
4‘

i Ve

Taxpayer|d  TaxType  Vendor Name Vendor &

Select and drop

Transacfion Type
U5 Forzign Addr
Vendor Addr ess1
Vendor Address 2 # ’
Vendor Address 3(” ”
Vendor Ciy I / ,
Vendor Hame "' J,' '
Vendorlm ¢4 ,
Vend urNquufu' ¢ f
VendorSale /' ¢ I
Vendor Traier o ]
Vendor Type |

VendurZip/ N

VWarrant Batch wpe

VWarrant Numy

Al 2 Ageney AP T sucin el | % 1080 WSC_Ony

You should have 11 columns in the “1099 MISC_Only” report.

Please make sure that the columns are aligned next to each other in a single table.
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How to get to your 1099-MISC data by IRS Box Type
Step 6 - Filter data by IRS box type

6. Filter data by IRS box type

The dataset will include data for all IRS Box types, including those that have been coded as zero
or blank. Transactions that have been coded with IRS Box type zero or blank are non-1099-misc
reportable IRS box type.

We will want to filter the data by IRS box type for two reasons:
First, to pull only those data that have reportable 1099-misc box type.
Second, we want to export and create one Excel file for each IRS Box Type.

A. Highlight the data portion of the “IRS Box” column.
B. Select "Filter"
C. Select "Add Filter"
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How to get to your 1099-MISC data by IRS Box Type
Step 6 - Filter data by IRS box type

”&iﬁx'f:ok cut

Copry

IRS Box Paste Special..

Inzert

Right Cliek | 3¢ |

Clear Contents

Set az Section

ER B

Turn Inito

bg

Edfit Formula...

Linking

Start Drill

' Fiter

=

Fanking

P
]

Siort

4

Ereak

Cirl+x

Chrl+C

Cirl+Af+

Delete

3

F H

E

[

ER 13 TRUSTEE - SEATTLE
DUFFEY

'
YMENT SECURITY DEPARTMENT
1 PACEY
ASURY
WTE L&l
FARGO BAMK
= CTY SUPERIOR COURT

¢ Add Fiter

Fitter kry & Mesy Input Cordral...

[ E MR g g gpiely e i

D. In the [Report Filter], select an IRS Box value:

for example, highlight IRS Box “1” for rents. Then click on the right arrow to

select the IRS box value.
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How to get to your 1099-MISC data by IRS Box Type
Step 6 - Filter data by IRS box type

teport Filter

? Block 1 ¢ oadd fiter ¥

RS Box (I list v

Type a value: Selected Valuels]

ol B

IR= B

[EMPTY_&LUE]
0

Ok | Cancel Apply

click “OK”

Report is filtered by IRS Box “1”.
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How to get to your 1099-MISC data by IRS Box Type
Step 6 - Filter data by IRS box type

IRS Box

‘#"

Taxpayer Id

201357846

261o5049ke

- recor

Tax Type

g:

at only *

for RS

mﬂ?ﬁ&ﬁ sélected is

srrsaclisplayed... $

452697705
THE3IT1E3TAT
THE3I15374AT
911381885

T

T
T
T

<
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How to get to your 1099-MISC data by IRS Box Type
Step 7 - Save Excel file by IRS Box type

7. Save this Excel file by IRS Box type

A. Export (via “Save As”) data by IRS Box selection

" Fi| Click Here

s | .

O |E- NG| 4| ::ij /

ak 'j I_E] Save Clrl+=

= (B Save Az | Fiz /
Al

From the [File] tab, click on the drop down arrow of the Save image, select
“Save As"

B. Select Location to save the file

Save Document

_—
Save n: |j8 computer

My Des 04 g

-

|=/,, | &, 1.0cal Disk (C)
Agency_Common_Data
it DES
2 Legacy-DIS
2P Legacy-OFMAISD
My Docdments | 4% nyn RW Drive (D:)
_I__.

EEEY

g TRINH_03_PIX_Audio (E:)

2 frinhb (Wfiledepot.eClient. wa.lchDESHomes) (1)
My Computer ||GE brizfingbook (WG0WV005) (Q:)
|=_ 5o legacy-ofm-isd (Wiledepot. eclient.wa.lcl) (v}
*®

M
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How to get to your 1099-MISC data by IRS Box Type
Step 7 — Save Excel file by IRS Box type

Click on [My Desktop], [My Documents], or [My Computer], and navigate to
a folder.

For the purpose of this training, save in the training room’s computer where
you are sitting, “My Computer\Local Disk (C):\Users\ST3670-##\
documents\1099MISC_Class”

C. File Name by IRS Box selection

Save Document
Saveln: (g0 1099MISC_Class

| /,, @ 0_Training_Client_Load_information.xisx
: (EH] AFRS 1099 Data Exiract - Combined CY2015 xlsx
My Deskiop |1 Agv163_Trinh_151016_AFRS 1099 Data Extract - Combinad (

My Documents
s
My Computer

h

=]
reporting

[#¢]

File Name: Trinh_AGY163_1099_IRSBox_1.xlsx

Files of Type: |Excel 2007

Title your file to include the IRS box code.

YourName_YourAgencyCode_ 1099 IRSBox 1, for example. Naming the
file using the IRS box value will help you identify that all amounts in the file
you are working on that all amounts would be mapped to Rents (IRS box 1
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How to get to your 1099-MISC data by IRS Box Type
Step 7 — Save Excel file by IRS Box type

field on the 1099-MISC form).

D. Select Files Type

Save Document
Saveln: (|0 1099MISC_Class

™ /? IZH 0_Training_Client_Load_Information.xdsx S p
- - AFRS 1099 Data Extract - Combined CY2015.xlsx
My Desktop | @] AGY163_Trinh_151016_AFRS 1099 Data Extract - Combined (

=

My Documents
S

My Computer
=

)

L
]

=1

reporting
rit
ur
- [ I‘-.—: ! ri‘t
File Name: Trinh_AGY163_1059_IRSBox_1.xlsx

Files of Type: |Excel 2007

E. Make a note of the Location of where you’ve saved the file and file name.

F. Click “Save”
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How to get to your 1099-MISC data by IRS Box Type

Step 8 — Repeat for the rest of the IRS box type

8. Repeat

Repeat for the rest of the other IRS box. Itis recommended that you create at
least one payment file for each IRS box value. You will need more files if your
agency customized template is pulling data at a lower level (for example, by

‘process date’).

A. Remove existing filter

e Highlight the “IRS Box” data by right-click in the data portion of the “IRS Box”

column.
e Select “Filter”
e Select “Remove Filter”

IRS Box Taxpayer ld Tax Type

201357846

X Cut Ctr

1 e ASSOCHKH PO BOX 1682

_j Copy Cirl+C

Paste Special. .. Cirl+Ad+\W
Insert >

> Delete

i
m
3!

Clear Contents
= Set as Section
il Turn Into >

I Edit Formula...

Linking L

i Start Drill

Filter - ¥ Add Fitter

gl Ranking L ¥ Edit Filter

o

2]  seort L ¥  Remowve Fitter

= Break L~ Filter by a Mew Input Control...

=

Hide -

Vendor Names Vendor Addr Vendor Addri Vendo.

LEGIOM WAY 13330 92MD

| 1 | acacanene = PR NVEST PO BOX 114€
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How to get to your 1099-MISC data by IRS Box Type
Step 8 — Repeat for the rest of the IRS box type

B. Repeat steps to Filter data by IRS box type

C. Repeat steps to Save this Excel file by IRS Box type
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How to get to your 1099-MISC data by IRS Box Type
Step 9 — Logout

9. Logout

Please log Off Enterprise Reporting (ER) Web Intelligence (Webl) to release
license

Applications  Preferences  Help Men - Log Off
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Where does 1099 warehouse pull recipient’s address?

1099-MISC
Universe

Statewide
endor Table

If the transaction history does not use a
Statewide Vendor (SWV) number, the
recipient’s address will be pulled from AFRS
History.

If the transaction history uses a Statewide Vendor
(SWV) Number, the recipient’s address will be
pulled from Statewide Vendor (SWV) Table.

What’s pulled is the address on the SWV table at

the date/time of your data pull.

The following data elements will come from the
SWV table, at the date/time of your data pull, if
the payment was made to a vendor from the

SWYV table.

Vendor Address 1
Vendor Address 2
Vendor Address 3
Vendor City
Vendor State
Vendor Zip
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FAQ about ER Webl

FAQ about ER Webl

Question: Why is it necessary to filter data by IRS Box type to create a
separate Excel file?

Because the “Amount” field from the Source File does not have an IRS box
characteristic, you would need the IRS box type to help you assess which IRS box
amount the particular record belong on the 1099-MISC form.

Creating a separate Excel file for each IRS box type will assist you in evaluating
where the “Amount” from the Source File would be mapped to on the
Destination file (the 1099-MISC form).

For example, if you are working with an Excel file with the title of

“1099 IRSBox_1”, the “IRSBox_1" will tell you that each amount in this file has the
IRS box assignment of “1”. IRS Box 1 represent the field, “Rent”, on the 1099-MISC
form.

Question: | am getting blank/white screen upon attempts to “Modify”

If you are getting blank/white screen upon attempts to “Modify” a Web
Intelligence template, try updating your Preferences

Step 1 - While logged in ER Webl, click on “Preferences”.

Step 2 - Under “Preferences” and within “General” tab, navigate to the “Set
document viewing location” option.

Step 3 — check “In the DES Enterprise Reporting 3111 portal as tabs”
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