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Goal & Objectives
Goal: After taking this class, students will know how to 
navigate within infoAdvantage 3.11 in order to generate 
reports.

Objectives:
• How to log into infoAdvantage 3.11
• How to navigate in infoAdvantage 3.11
• How to run a report in infoAdvantage 3.11
• How to print and save a report in infoAdvantage 3.11 
• How to export a report in infoAdvantage 3.11
• How to close a report in infoAdvantage 3.11
• How to sign out of infoAdvantage 3.11
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How to Log into infoAdvantage 3.11

infoAdvantage 3.11

2. Enter your 6 digit 
employee number as your 
User Name, enter your 
Password, then click the 
Log On button.

1. Enter the web address for infoAdvantage in your internet browser.
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How to Navigate in infoAdvantage 3.11
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Tabs  
• At the top of the page are different tabs for Home and Documents, and one for each 

report you have open. 
• You can have multiple reports open at one time.
• You can pin frequently used reports to a tab, by clicking on the       on the report tab, 

which works as a toggle to pin and unpin reports.
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How to Navigate in infoAdvantage 3.11
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The Home Tab:  This is the infoAdvantage home page.  You can access your ten (10) most 
recently viewed documents.  The Web Intelligence pane is for report developer access only.
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How to Navigate in infoAdvantage 3.11
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The Documents Tab:  The My Documents, Folders, and Search are located here. Click on 
the Documents Tab and then a Folders Section in the left-hand pane to access your reports. 
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How to Navigate in infoAdvantage 3.11
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The Folders Section:  The Public Folders: Operations, City Wide, Development, and
Financial Monthly Reports are located here.  Your security level will determine which of 
these folders you will see.

Folders 
Section 
View
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How to Run a Report in infoAdvantage 3.11
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Expand the Folders section and drill down into the folders by clicking on the folder names to 
show reports available to be run. Navigate to the report you would like to run by Double 
clicking the report to open it.
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How to Run a Report in infoAdvantage 3.11
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Once the report opens, if the report was designed to be modified using prompts (Look for (?) in 
the vertical panel on the far left of the screen), enter the appropriate parameters into the User 
Prompt Input section, then click the Run button.  Once the report has refreshed or completed 
running, you can view the report in the pane to the right of the prompts.
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How to Print a Report in infoAdvantage 3.11
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Two ways you can print a report, 1) by clicking on the Printer icon on the tool bar.  Click Open
to open the report as a PDF, which you can then print directly from a printer.
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How to Print a Report in infoAdvantage 3.11
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2) You can save or print a report by clicking on the Reading drop-down in the right-hand 
corner of the tool bar.  Click the arrow to show options, “HTML” or “PDF.”  Click on “PDF,” 
Open to open the report as a PDF.  You can then choose to save, or print to file or on a printer.
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How to Export a Report in infoAdvantage 3.11
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You can export a report as a PDF, Excel, CSV, or Text file, by clicking on the Export icon on 
the tool bar, selecting Export Document As, and then selecting the appropriate format.

• To export the entire report, including tabs not 
currently being viewed, select Export 
Document  As. To export only the current tab 
of a multi-tabbed report select Export Current 
Report As.
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How to Close a Report in infoAdvantage 3.11
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You can close the report by clicking on the X on the report name tab.
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How to Sign Out of infoAdvantage 3.11
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To sign out of infoAdvantage, click Log off, located in the upper right-hand area of the screen.
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