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Topics Covered in This Guide: 
 
Section 1 
 
1. Getting to the Control-D WebAccess Page 
 
2. Signing On 
 
3. Listing Reports 
 
4. Selecting a Report to View 
 
Section 2 
 
1. Listing Sample Reports 
 
2. Viewing a Report 
 
3. Scrolling Through a Report 
 
4. Searching a Value in a Report 
 
5. Printing a Report 
 
6. Disconnecting a WebAccess Session 
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Getting to the Control-D WebAccess Page 

 
 
 http://reports.asu.edu 
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Signing on to Control-D WebAccess 

 
 
 
 
 

 

Fill In Your UserID and Password 
Type the UserID that you would use to 
access the HR or Financial Onlines 
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Specifying What to List: Report Filter 

 
 
 
 
 

 

The Filter Report List is displayed.  This is where 
you tell Control-D what you want to view. 
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Specifying What to List: Report Parameters 

 
 
 
 

 

Fill in Recipient Name. For HR reports it is 
the Department Code Or Department Code 
Prefix (first three characters of Dept Code)

If Desired, Fill in Name or 
partial name of report using 
an asterisk (*) as a wildcard  

When you have filled in desired 
recipient name and optional report 
name, either press your enter key or 
click the apply button here. 
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The Report List Page Description 

 
 
 
 
 

 

Icon used to print to 
your local printer 

The list of reports 
assigned to each recipient 

The recipients (departments) for B04 
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Selecting a Report to View 

 
 
 
 

 

Place Cursor over the report you 
wish to view and click once to 
display its contents
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Specifying a New Report List 

 
 
 
 
 
 

Click on Filter to bring back 
The Filter Report List Dialogue 

Specify new values then either 
click Apply or press Enter for 
new Report List 
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Viewing Reports 
 

Using HELP Recipient and 
Sample Reports



Control-D WebAccess 
Quick Access Guide 

 
Viewing reports Using Recipient ‘HELP’ and  

Control-D Sample Reports  
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Select Sample Report 2 

 
 
 
 

Click on Sample Report 2 
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Viewing Sample Report 2 

 
 
 
 
 

 

Function Menu Navigational Tools 

 
Report Content 
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Using The Navigational Toolbar 

 
 
 
 
 
 

Navigation Tool Bar 

 
 
 
 

  

Go to a specific page 

Control-D displays 5 pages at a time. 
 
The Right arrow goes to the next 5 pages 
The Left arrow goes to the previous 5 pages 
 
The arrows with the vertical lines go to the 
first 5 pages or the last 5 pages of the report 
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Scrolling Through a Report 

 
 

 
 

Scroll through Pages of 
Report using the Scroll Bar 
or mouse wheel 
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Function Menu 

Most Commonly Used Functions 
 

 

 

Go Back to Report List 

Search Report 

Print Report  
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Going back to the Report List 

 
 

 
 
 

 

Click on Report List to Bring Back the 
List of Reports 
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Finding a Value In The Report 

 
 
 
 
 

 

‘Find Next’ Icon 
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Printing a Report While Viewing 
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Printing Reports from the Report List 
 
 
 

 

Click on Printer Icon to print reports 
from Report List Dialogue 



Control-D WebAccess 
Quick Access Guide 

 
First Time Print Plug-In Dialogue 

 
 
 
 

Answer ‘Yes’ to install Control-D Plug-In.  
This operation is performed only once 
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       Print Dialogue 

 
 
 
 
 

Confirm the printer to use and click on 
Properties to set report orientation. 
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         Print Dialogue 

 
 
 
 

Choose Landscape 
(in most cases the report will be landscape). 

Use Duplex to print on both sides to save paper 
(If printer supports this feature) 
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         Disconnecting a Session 

 
 
 
 

 

Disconnect session from either 
inside the report or the report list 
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