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Start by logging into the GMIS Portal with your OH|ID and password. 

1.0 Navigate to Reports This Section Is Intended For: Primary & Secondary Users

This is the conclusion of 1.0 Navigate to Reports.

1. Select ‘Reports’.
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2.0 Run a Report This Section Is Intended For: Primary & Secondary Users

Start by following the steps in section 1.0 Navigate to Reports. 

1. Use the left-hand navigation panel or search bar to navigate to the report you are looking to run. 
2. Select the drop down next to the report.
3. Select ‘Run’.
The report will open in a new tab. 

4

1

1
2

3

4

4. [Optional] Select Filters to adjust the report. 
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2.0 Run a Report (continued)

This is the conclusion of 2.0 Run a Report. 

5. Select the filter you would like to adjust – this is based on the information in the report. This will 
open a pop-up to adjust the filter.

6. Select to close the filter panel.
If any filter was adjusted, the report will adjust. 
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There are two ways to export a report. Start by following the steps in section 1.0 Navigate to Reports.

3.0 Export a Report This Section Is Intended For: Primary & Secondary Users

1. Use the left-hand navigation panel or search bar to navigate to the report you are looking to run. 
2. Select the drop down next to the report.
3. Select ‘Export’.
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4. Select the Export View Type. 
5. Select ‘Export’. 
The report will now download.
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3.1 Via the Reports Object

This is the conclusion of 3.1 Via the Reports Object.
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3.0 Export a Report (continued)

This is the conclusion of 3.2 Via the Report Viewer.
This is the conclusion of 3.0 Export a Report.
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2. Select the Export View Type. 
3. Select ‘Export’. 
The report will now download.
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3.2 Via the Report Viewer

1

1. Select ‘Export’.

Start by following the steps in section 2.0 Run a Report.
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