[bookmark: _GoBack]HOW TO PULL AN EXPIRATION OF OPEN 
AGREEMENTS REPORT IN ARIS

· Go to the screen below in ARIS
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· Select Reports
· Highlight Agreements Report (AIMS)
· Select Agreements Listing – Long
[image: ]
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· 
All agreements will be listed as below
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· Click on query button
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· Enter appropriate information in the blocks
· For incoming agreements enter I;R;T
· Be sure Agr Status shows Open
· Enter range in Term Date
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· Hit enter
· Section Action – Mark All Records
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· Select Reports – Do Output
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· Select Clear All 
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· 
· Select Ascii
· Enter title
· Select headings for spreadsheet
·  Example: Control No., Termination Date, Agreement No., Accn No., AGR_TYPE, START DATE, MODECODE, ADODR FULL NAME, COOP NAME, COOP CITY (NOTE:  SCROLL DOWN TO VIEW ALL HEADINGS) 
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· Select Output
· Select OK
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NOTE:  The following are the instructions for Excel 2013
· Open Excel
· Select Open Other workbooks
· [image: ]

· Select Computer
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- Select Browse
[image: ]

· Select All Files
· Select Local Disk
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· Select correct file
[image: ]

· Be sure type shows Delimited then select next
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· Select Comma then select Next
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· Select Finish
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· Save as Excel Workbook
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· Give file a title and save
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· You can then manipulate the spreadsheet as you want.  Following is an example:
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