Printing Tips

Printing to Local Desktop and Network Printers

The below tips help explain how to print a single page and multiple pages of a report to a local
desktop printer or network printer.

How to print a single page report to a local desktop printer:

Click the printer icon at the top of the report.
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Then click the printer icon (top right corner), and select your local desktop printer to use.
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How to print multiple pages of a report to a local printer:

There are a couple options for printing multiple pages.

1) One option is to use your existing Xnet print driver. Under the report title, select the actions menu
by choosing Deliver, and then choose Local Printer. See the screenshot below. If you need the Xnet
print extension plugin installed, download it by logging in with your RACF ID user id and password:
http://scch.sips.state.nc.us/sysware/html/accessxnet.htm
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http://sccb.sips.state.nc.us/sysware/html/accessxnet.htm

For the Download range, enter 0 in the Max Lines field to download the whole report.
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Once the Xnet Local Print Extension is open, you will get a pop-up print screen box where you
can enter the print range of pages you wish to print.

See the screenshot below.

Systemware Xnet Local Print Extension X

Prirter
Printer: Systern Printer [Microsoft Print to POF]

Print Quality: |00 dpi ~| T PinttoFie
Copies: | 13: " Coliate Copies
Setup... |

Print Scaling
" Use the default font size [no scaling)

+ Automatically scale the font to fit the page
" Scale the font to...

m"'.— =[i|= mlllll el pade

Print Range
Al

" Pages From: | 1 To | 2
Frint | Cancel | About |




2) Another option to print multiple pages is to download the report. With your report
open, click the actions menu above the report. Choose Download for the application
you wish to open the report in, such as Excel, PDF and TXT (Notepad or Word). This can
print multiple pages from within those applications to your PC local printer.

See the screenshot below.
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When selecting the Download Range, replace the number in the Max lines, and enter 0.

See the screenshot below.
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Click Download, and then select the application you wish to use to open the report.
Once the application opens, you can go through the print process for each of those
applications to print multiple pages.

Ssee the screenshot below.
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To print multiple pages to a network printer, select the action menu at the top left of
the report, choose the Deliver option, and then select the CS Drivers option.

See the screenshot below.
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Select the default CS print driver PRINT REPORTS, ALL SEPERATORES, USER NAME from
the drop-down list. Fill in the page ranges to print multiple pages. Enter your Network
printer name in the DESTINATION field (DEST) to print to your network printer and other
fields with your information. Then click the submit button.

See the screenshot below.
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