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Purpose:

This do cum ent will step the re ader thro ugh insta lling Crystal Re ports 8.5 o n their local (office) P C.

Process:

1. From  the “Start” m enu, se lect “Adm in Com puting”.

NOTE: I f  the “Admin Comput ing”  fo lder does not  appear on the star t menu,  i t means that  you

are not in  the “Banner Group”.   Cal l the Banner Hot l ine (x2888) to  have your  Novel l username

added to th is  group.

2. From  the “Adm in Com puting” folder, select “Microso ft Data Acc ess 2.1".

W hen asked whether you wish to insta l l Data Access,  c lick the “Yes”  button.   This  insta ll  takes

a minute or so.   P lease do not  run any other  programs whi le  th is  insta ll  is  tak ing p lace.

NO TE : If the  “M icro sof t Da ta A cc ess  2.1 " ap plica tion  doe s no t ap pea r in th e “A dm in

Comput ing”  fo lder,  it  means that you a lready have th is  insta lled.  Sk ip to s tep 4.

3. On the Windows task-bar , r ight  c lick the “Appl icat ion Explorer”  icon  and select  “Refresh”  f rom

the menu.

4. From the “Star t ” menu,  se lect “Admin Comput ing” again.

5. From the “Admin Comput ing”  fo lder ,  se lect  “Crysta l Reports  8.5" .   This  insta l l takes about f ive

to ten minutes.  P lease do not run any other  programs whi le  th is  insta ll  is  tak ing p lace.

6. To (opt ional ly)  create a desktop shor tcut ,  right-c l ick the “Star t ” menu and select Explore.  From

W indows Explorer , f ind the “Crysta l Reports” program in the “Programs” fo lder .   Whi le  hold ing

down the Contro l  key (Ctr l) ,  drag the program to your desktop.


