Saving Reports in Word Youth Enrollment Help Sheet

Y ou can save any report as RTF (Rich Text Format), which can then be opened for editing in
nearly any word processor program (Microsoft Word, Microsoft Works, whatever).
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On the Preview screen, locate the “Save” icon (it looks like a teeny floppy disk) and click on
it. Save the report where you can find it (1), give it alogica name (2), and use the pop-up
menu to choose RTF as the format (3).
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The saved document will open automatically (double-click on it as you would any document)
in Word. You can “clean up” the report any way thet you choose.

Note: the option highlighted above on the parameters screen gives you a choice on Disability and
E-mail Report Styles: When “Print Complete” is checked, al members will be listed, regardless
of whether they have a disability or an e-mail address. When it is NOT checked, only those
members who have been identified with a disability, or who have an e-mail address will be
listed.
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