
IVOS Settlement Report Instructions 
 

Navigation 

 
Figure 1: Creating Report 

1. Single click on the reporter button 
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Figure 2: Report Menu 
 

2. Right click “My Reports” 
 

3. Single click “Portal Compatible” 

Name Report 

 
Figure 3: Name Report 
 

4. Enter a name for your report 
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Select Type of Report 

 

Step 6 

There will be a “+” 
sign here before you 
click to see the sub 
selections

Figure 4: Select type of report 
 

5. In the web page dialogue box single click on the report group “CSU 
TPA Management Series” 

(You need to click on the plus sign not on the folder symbol) 
 

6. Double click on “CSU Settlement Report” 
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Selecting Report Criteria 

Step 7 

 

Figure 5: Selection Criteria 

 
7. Single click the
 
8. Double click on

 
 

IVOS Settlement Report 
Criteria are sorted in 
alphabetical order 
except when a Criteria 
is mandatory, then it is
first 
 

 selection criteria tab 

 “CSU Settlement Date” 
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Drop down of 
dates or you can 
enter your own 
above calendars 

Figure 6: Selecting Date Range 
 

9. Select a range of dates then click “OK” 
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Figure 7: Selection Criteria Selected 

 
10. Double click “Location” 

 
11. Double click on your location then click “OK” 

(Do this even if your location is the only one listed for 
selection) 
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Run and View Report 

Figure 8: Run report 
 

12. Click  “Run
 
13. In file outpu

 
14. Single click

 

 
15. A box pops 

 
16. Click “Refre

 
17. Once your r

 
18. From here y

IVOS Settlement Rep
Step 12 
 

Step 16 
Step 14Step 13

/View” Tab 

t type select “PDF” 

 on “Run report now” (the little blue person) 

 

up that says, “Report submitted” click “OK” 

sh” button until report is listed 

eport is listed, double click on it 

ou can print and/or save it 
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