How to see ALL jobs for your site

When you logon to our web submission site, notice a new TAB on the left side next to HOME, called
ADMINISTRATION. (if you don’t see the Administration TAB, please email ramzi@pps.net)

1. Click on Administration TAB
2. Click on Dynamic Query Tool
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5. You should get a new window listing the first 50 jobs for your site
6. Click on EXPORT from top menu
7. Click on EXPORT in the small window
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Order # Total Cost Order Date First Name Last Name Department Status i
348 15.3800 7/19/2016 12:11:30 PM Jocelyn Gary Capital Hill Shipped
349 15.3800 7/19/2016 12:14:14 PM Jocelyn Gary Capital Hill Shipped
350 2.3800 7/19/2016 12:16:46 PM Jocelyn Gary Capital Hill Shipped
351 49,0500 7/19/2016 12:22:38 PM Jocelyn Gary Capital Hill Shipped
352 49,0500 7/19/2016 12:25:25 PM Jocelyn Gary Capital Hill Shipped
353 49,0500 7/159/2016 12:28:54 PM Jocelyn Gary Capital Hill Shipped
354 49,0500 7/19/2016 12:32:38 PM Jocelyn Gary Capital Hill Shipped
355 42,3000 7/19/2016 12:36:11 PM Jocelyn Gary Capital Hill Shipped
356 42,3000 7/19/2016 12:39:52 PM Jocelyn Gary Capital Hill Shipped
357 4.7500 7/19/2016 12:42:56 PM Jocelyn (Gary (Capitel Hill Shipped
358 6.9500 7/19/2016 12:43:40 PM Jocelyn Gary Capital Hill Shipped
359 58500 7/19/2016 12:44:30 PM Jocelyn Gary Capital Hill Shipped
360 58500 7/19/2016 12:45:25 PM Jocelyn Gary Capital Hill Shipped
370 2.6400 7/21/2016 B:33:06 AM Jocelyn Gary Capital Hill Shipped
550 6.2000 7/27/2016 10:37:53 AM Jocelyn Gary Capital Hill Shipped
728 17.1000 8/3/2016 12:25:55 PM Annie Westfall Capital Hill Shipped
729 5.4000 8/3/2016 12:27:35 PM Annie Westfall Capitel Hill Shipped
730 13.1200 832016 12:30:29 PM Annie ‘Westfall (Capitol Hill Shipped
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348 15.3800 . . / . . Shipped
349 15.3800 Export X Shipped
350 2.3800 Shipped
351 49.0500 Type : | Unicode (UZF-8) v Shipped
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354 45.0500 FTI9JZ0TE [2T5 2538 P TOCETYIT GEry CApITor /i Shipped
355 42,3000 7/19/2016 12:36:11 PM Jocelyn Gary Capitol Hill Shipped
356 42,3000 7/19/2016 12:38:52 PM Jocelyn Gary Capitol Hill Shipped
357 4.7500 7/19/2016 12:42:56 PM Jocelyn Gary Capitol Hill Shipped
358 6.9500 7/19/2016 12:43:40 PM Jocelyn Gary Capitol Hill Shipped




8. You should see a new selection show up next to Export, DOWNLOAD
9. Click on DOWNLOAD to download a spreadsheet of ALL of you jobs
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Order # Total Cost Order Date First Name Last Name Department Status =
348 15.3800 7/19/2016 12:11:30 PM ocelyn Gary \Capitol Hill Shipped
345 15.3800 7/18/2016 12:14:14 PM Docelyn Gary Capitol Hill Shipped
350 12,3800 7/18/2016 12:16:46 PM Jocelyn Gary (Capitol Hill Shipped
O 351 49.0500 7/19/2016 12:22:38 PM Hocelyn Gary [Capitol Hill Shipped
1 352 49.0500 7/19/2016 12:25:25 PM Hocelyn Gary [Capitol Hill Shipped
353 49.0500 7/19/2016 12:28:54 PM Hocelyn Gary [Capitol Hill Shipped
354 49.0500 7/19/2016 12:32:38 PM Jocelyn Gary [Capitol Hill Shipped
355 42.3000 7/19/2016 12:36:11 PM Hocelyn Gary [Capitol Hill Shipped
356 42.3000 7/19/2016 12:39:52 PM Docelyn Gary [Capitol Hill Shipped
357 4.7500 7/18/2016 12:42:56 PM Tocalyn Gary \Capitol Hill Shipped
358 6.9500 7/19/2016 12:43:40 PM Docelyn Gary (Capitol Hill Shipped
359 5.8500 7/18/2016 12:44:30 PM Docelyn Gary [Capitol Hill Shipped
360 5.8500 17/19/2016 12:45:25 PM Jocelyn Gary |Capitol Hill Shipped B
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10. Depending on what browser you use, you downloaded file might show up at bottom of browser,
or you can find it in your DOWLOAD folder



