
Martin County Information Technology Services 
User Guide 
IT Portfolio Management System  
January 6, 2009 

 

T:\its\Systems\IPM\01_User_Guide.doc Page 1 of 4 

Table of Contents 
 

Reports through Employee Central .............................................................................. 1 
Printing a Report .................................................................................................................... 3 

Tutorial ............................................................................................................................ 3 
 

Reports through Employee Central 
For non-ITS departments to view/print reports, access is through Employee Central.  
Select “Technology & Service Desk” on the Main Menu, “Managing Your Technology”, 
and then “Tip Budgets”. 
 
Figure 1 

 
 

On this page, click on  and then the report views are 
listed. 
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Figure 2 

 
You may have to select the fiscal year from the drop down list.  Then the selected 
summary will be displayed.   
 
Each one of the Summaries displays a different view of the same data.  Here is a copy 
of the TIP Summary view. 
 
Figure 3 
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You can get a more detailed view by clicking on a specific line.  In this example by 
clicking on T02004, the following view would be displayed. 
 
Figure 4 

 
 
Any of these reports and views can be exported to Excel where you can manipulate the 
data and prepare pie charts, etc.  Use the link at the bottom of the view. 
 

Also any of the reports can be saved as a PDF.  Use the  link at the bottom of 
the view. 

Printing a Report 
To print a report, click on the Print link in the upper right corner.   
 
Figure 5 

 
 
Then either use File, Print or Control P and set your preferences to use “Landscape, 
leave the original size as 81/2 by 11 and click “ok”.  You must click the Print link first 
or the report will not be formatted correctly. 

Tutorial  
A tutorial on how to view, export, or print budget reports from Employee Central is 
available.   
 
On Employee Central, select “Technology & Service Desk” on the Main Menu, 
“Managing Your Technology”, and then “Tip Budgets”. 
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Figure 6 

 


