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ONE POINT LESSON 

indici – How to import a query into the advanced 
report manager 

Responsible: Nikki Belfield  Date: 10/7/19 No.:   

 
1. Save the files to a known 

location (such as your 
desktop) 

2. Open the Advanced Report 
Builder 

3. Select ‘New report’ 
 
 
 
 
 
 
 
 
 
4. Click ‘Load Query File’ and 

browse for your saved file 
5. Double click on your file to 

import 
6. Click ‘Save’  

 
 
 
 
 
 
 
 
 
 
 

7. Enter a report name 
 

8. Select your preferred folder to 
save the query in (choose 
category and sub category) 
 

 
 

9.  Click ‘save’ 
 
 

 
 
 
 

 
 

 
 
 

 

 


