
Profile Summary Report Instructions for Viewing, Printing 
and Exporting Reports  

TO CREATE A REPORT:  
Step 1:  
Select the type of Facility Summary Report, Hospital Inpatient, Emergency Department, or 
Ambulatory Surgery.  

 

Step 2:  
Once in the Report Center, click on the “Facility” selection box and from the drop-down menu 
select a facility (#1).  Once the facility has been selected, click on the “year” selection box and 
select a reporting year (#2).  Note that only the years available for the selected facility will be 
displayed.  Finally, click on the “View Report” button to display the report (#3).  It may take a few 
seconds before the report is generated and displayed.   
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Profile Summary Report Instructions for Viewing, Printing 
and Exporting Reports  
TO PRINT A REPORT:  
Step 1:  
To print a copy (PDF format) of your report, you must first create a PDF file.  Click on the “disk” 

icon (             ) and select PDF.  

 

Step 2:  
A pop-up window will appear at the bottom of the screen, select “Open”.  

 

Step 3:  
Click on “File” in the top ribbon and then select “Print” from the drop-down menu. 

 



Profile Summary Report Instructions for Viewing, Printing 
and Exporting Reports  
TO EXPORT A REPORT:  
Step 1:  
To export a copy of your report, click on the “disk” icon (             ) and select the type of file you 
want.  

 

Step 2:  
A pop-up window will appear at the bottom of the screen, select “Save”. Depending on the type 
of export file selected and how the data will be manipulated, some formatting may need to be 
done. 

 

 


