
 
Draft Report Preview Instructions:  

●​ On the District Tab, select Documents from the lefthand side of the screen 
 

 
●​ Select Download 

 
 

●​ After downloading and opening the report, you may get a message box as shown below. 
Select Don’t Convert. 

 



 
●​ To make viewing easier, increase the size of column H by “grabbing” the column shown 

circled below and moving it to a desired size. 

 
 

●​ Right click on the top of column H and select “Format Cells” 

 
●​ Select Alignment tab, Wrap Text (to show a check mark), and then OK 

 



 

 


