How to print a standard report to a PDF.

***Please note that the user will need “Change Print Destination” rightslocated under
Administrative Servicesin Security Groupsin order to complete these steps.***

Option 1:

1) Inthemain Accpac screen, click File and Print Destination.
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Char\ges the print destination



2) Change the print destination to File and click Ok.

\

3) Double-click on the report you want to print to a PDF. In this example the GL Transaction
Listing.
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4) Once you have the report options set up the way you want them, click Print.
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5) Change the Format to Acrobat Format (PDF) on the Export dialog box and click Ok.
*** Pl ease note that the reports can be exported to other formats as well such as Excel, Comma-
Separated Vaues (CSV), Lotus, Rich Text Format, Text and XML.***
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6) Click on*“My Documents’ or click on the down arrow to browse to alocation to save thefile.
Select the folder.




7) Enter thefile name and click Save. Thereport isthen saved as a PDF to that location.

Option 2

1) Inthemain Accpac screen, click File and Print Destination.






2) Change the print destination to preview.
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3) Double-click on the report you want to print to a PDF. In this example the GL Transaction
Listing.
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4) Once you have the report options set up the way you want them, click Print.

5) Thereport will print on the screen and to save it to a PDF, click on the export icon at the top of
the screen.



6) Change the Format to Acrobat Format (PDF) on the Export dialog box and click Ok.
*** Pl ease note that the reports can be exported to other formats as well such as Excel, Comma-
Separated Vaues (CSV), Lotus, Rich Text Format, Text and XML.***

7) Click on“My Documents’ or click on the down arrow to browse to alocation to save thefile.
Select the folder.

8) Enter thefile name and click Save. The report isthen saved as a PDF to that location.



