BIDM Reports — User Access Instructions

1. Open https://reports.winthrop.edu in your favorite web browser.
2. Sign in with your Winthrop username and password.

3. Onthe WebFOCUS Hub Home page, click on the Main Menu icon in the top left corner of the screen.
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4. Click on “Workspaces”.
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5. Once you click on Workspaces, you should see the- “Student — Production” folder; double-click the name of

this folder or click on the triangle to the left of the folder name to open this folder, then do the same for
“Standard Reports” and then “BIDM-Reports”.
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6. Double-click on a folder (for example: “Graduate School”) to open it; you should then see a list of reports

display in the middle pane. Double-click on a report’s name to open that report’s download page.
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7.0nthe individual report’s download page, enter the parameter value(s) requested and click the Submit
button. Note: different reports may have different parameter options on this page.
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8. Once the report has been generated, open it from the “Download” icon or the downloads folder on your

computer.
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9. Click on the X at the top of the report parameters window to close the window and return to the previous
page if you need to access another report.
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