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1. Log into TLC: [image: ]
2. Click on Self icon:[image: ]
3. Click on REPORTING in left navigation: [image: ]
4. Click on Advanced Reporting in left navigation: [image: ]
5. Advanced Reporting screen displays. Under Folders in left navigation, click + to expand GM1_PROD folder / Custom / Reports / 0 – All OOB / Activity[image: ]
6. Click on the “Activity Information” report in the Repository section to open the Input Controls popup window (available filters): [image: ]
7. For this report, there are 5 filters – Activity Primary Domain (required), Activity Type (required), Activity Status (required), Activity Start Date (optional) and Activity End Date (optional). Required filters are marked with an asterisk (*).
8. For Activity Primary Domain, click your agency to select. This will move your agency (domain) to the Selected tab: [image: ]
9. Scroll down for Activity Type. Click on the desired type(s) to move to the Selected tab: [image: ]
10. Scroll down for Activity Status. Click on the desired status(es) to move to the Selected tab: [image: ]
11. (Optional) For the Activity Start Date filter, click on the Calendar icon to choose an Activity Start Date: [image: ]
12. (Optional) For the Activity End Date filter, click on the Calendar icon to choose an Activity End Date: [image: ]
13. Click the OK button to execute the report. The results are displayed:[image: ]
14. Click on the pie chart diagram to open the Activity Details for the specified filter: [image: ][image: ]
15. To update the filters and/or re-execute the report, click on the Options icon to reopen the Input Controls popup: [image: ]
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