How to Use the Earp Report Library

Select the Earp Report Library
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Family Owned Business Since 1954

Company History Helpful Repources

INSTRUCTIONS FOR
EARP REPORT LIBRARY !
| Welcome to our Web Site! b

'EARP REPORT _us"_RA‘E\“’]
i : We have a NEW! Report Library.

You will be directed to this page

SUPPORTED INTERNET BROWSERS

Microsoft Internet Explorer - Ver. 8 up to

File Bound i Ver. 10 (Running in Compatibility View

i Not Supported)

Modzilla FireFox

User Name ‘ User Name Opera

Password g Sosensey) |

Forgot Password ™

View:
| Touch

Google Chrome

Apple Safari (Web Viewer Only)

1.Type the user name in the User Name box.
2.Type the password in the Password box.
3.Click Login
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Project

General Reports

History of Invoices Imaging

Restaurant Reports

Owners Reports

Distribution Center Performance Measurement
Report Type

> List of Report Type in each Project

History of Invoice Imaging
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Item Comp

Cost Trend Analysis

DC Policy & Procedures
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Owners Reports
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Restaurant Reports
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Recap of Purchases by GL #
EFT Draft History (this month)
EFT Draft History (last month)

Distribution Center Performance Measurements
Annual Customer Satisfaction Survey Results




Using the Project Search Page
You can search for files located withi

n a project. In each project, you can

perform a search using the project’s specified index field values
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In the Project Search page, open a project by selecting the project

name from the Project list.
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Depending on which project is selected there will be different search criteria you can enter.
Enter the search criteria you want to filter by, then click search.

(If you enter no search criteria information all the reports in the project will be returned)
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In most instances, the files in the Earp Library will be kept for at least a trailing twelve months
period. The search results will populate with the oldest file date first. Use the “DATE” filter to
bring the most current file to the top of the list.
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The results of your search will have two options:

If you select this icon you will open the file and you will be able to view, print, and or download
the file.

Add Content—File Detail
- N =~
o0&
Project Restauran/ Reports
Report Type Recap/of Purchases by GL# E]

Store Number

Date 41412014

Last Changed 4/4/2014 5:59:00 AM %
Changed By scanner

u age Document Name User Filed Date Filed Last View

r 1 (@ ] Page 0001 scanner 4/4/2014 5:58:41 AM 4/17/2014 6:53:00 PM

If you select this icon you will open the file, but it is a “view” only format. This is not the
recommended action.

If the Filebound Viewer Installer pops us, you can sel? the “Open Web Viewer” to proceed.
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The report will then open in the viewer the looks like this.
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