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DD214 Entry 

 

Adding a Record  
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Enter Record 

Information using this 

form. 
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Save after entering 

information 
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Searching For a Record 

 
 

 

Enter 

Necessary 

information. 
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Example 

Results shown 

according to request. 

Click “Search Off” 

to freely navigate 

through records. 

 

Select 

previous or 

next to Scroll 

through 

records. 
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Editing a Record 

 
 

Search Records to 

find the entry you 

would like to edit, 

then do the 

necessary editing. 

 

Example 
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1.

) 

2. 
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Deleting a Record 

 
 

Search Records to 

find the entry you 

would like to delete. 
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Custom Reports 

 
 

 
 

Enter custom 

tailored 

information here. 
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All entries with “the town of 

Morris” are now being displayed. 
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Right click your mouse 

and this prompt will 

appear. Select it to 

automatically print using 

your default print settings. 
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Index Reports 
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Enter the date ranges 

of the report or reports 

you would like to view. 

After entering the 

date range, click 

here. 
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The date range is now 

being displayed. 
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Separate by letter 

Right click your 

mouse and this 

prompt will appear. 

Select it to 

automatically print 

using your default 

print settings. 
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1.) Select the letter from the 

drop down menu. 

2.) Select Separate by letter. 

1.) 

2.) 

All entries 

beginning with 

the letter A are 

now being 

displayed. 
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Print DD214 

Right click your 

mouse and this 

prompt will 

appear. Select it to 

automatically 

print using your 

default print 

settings. 
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Right click your mouse 

and this prompt will 

appear. Select it to 

automatically print using 

your default print 

settings. 
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City/Town Info  

Editing City/Town Info 
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Enter the necessary 

information here. 
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Settings 

Editing Setting Options 
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Adding a New User 
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Managing Users 

There are three 

different Access 

Levels. 

1.) Inquiry-view 

data and run 

Reports. 

2.) Entry- can 

only enter 

certain data. 

3.) 

Administrator- 

Has full access. 

 

Use the drop down menus to change the Access/View levels. 
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Use this area to 

edit User 

information such 

as password, 

access levels and 

so on. 

 


