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This document will give you step by step instructions on how to modify an existing report by adding 

and/or removing fields. The Tenant Balance report will be used. A field (unit address) will be added 

and a field (advanced payments) will be removed. 

 

1. Go to <<Reports, Tenant Reports>>. 

Click on <Manage Reports>. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Highlight Tenant Balances and 

click <Copy>. 

 

 

 

 

Add a Field to a Report 
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3. Click on <Modify Driver Options>. Click on the 

Contact tab. Mark the Address, Single Line 

checkbox. Click <Modify>. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. On the Report 

Information tab, change the 

name to Tenant Balances with 

Unit Address. 

5. On the Report field tab under 

the Tenant contact section mark 

Tenant Address 
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6. On the Column fields tab 

Unmark Advanced Payments 

Mark Tenant Address 

Move up Tenant Address so 
it is below Name [Tenant] 

7. Click Save, Close, 

Add to Report List. 
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