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1. Navigate to CEC’s website at https://exceptionalchildren.org and click “Sign In” in the top right corner of the home page.
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2. This will bring you to the sign-in page: https://exceptionalchildren.org/account. On this page, you will click the blue “LOGIN” button located just before the “CEC Membership Benefits” section of the page.
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3. Log in to your CEC account using your own credentials. 
4. Once logged in, the once red/blue buttons in the top corner will change to blue and read “WELCOME” and include your name. Next, click (or hover your mouse) over your name and select “My Account.” This will take you to your profile page and will display your personal information.
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5. On this landing page, under “Account Actions” select “Unit Reports.”
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6. On this new page, select the report you want to run (by clicking one of the grey circles and turning it red with a white checkmark) and complete the necessary information. Please note the following:
· The red asterisk means that data entry is required. 
· "Member Category” below displays “Company Members” as an option, but CEC has no company members, and the option cannot be removed from the list. Do not make a selection here.
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7. Once you have completed the information and made your selection, click “Print Now.” This will download your report into an Excel file and will pop up in a separate, small window; you may need to expand the size of the new window to see your download. If this window does not appear, you may have a pop-up blocker enabled that will need to be disabled for this site. 
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If your export does not open automatically, then you can find the report in the VIEW LIST area.
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Tips:
· “Running” means the report is still running and you should wait until it has completed. You will need to click the Refresh option to get the updated status.
· If you need to rerun the same report consecutively, you will need to off select the report by selecting another or reload the page. 
· To clear previous run reports from the VIEW LIST, just select the applicable reports or select all and then select Refresh. If you don't see the report clear right away, your browser may have cached the page. It should be clear the next time you visit this page.

 
Questions?
If you have any questions or any problems with the reports, please email bmeyers@exceptionalchildren.org, dwieczorek@exceptionalchildren.org or breynolds@exceptionalchildren.org.
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