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How to print reports to a Word Document. 

• Bring up the report desired and highlight the report using your curser.  See Sample: 

• Right click on your mouse to copy.  Then open up a new word document.   

 

 

• Open up your word processor (Microsoft Word, Word Perfect, Open Office, etc). 

 

• File open, New and paste directly on the page.  See sample.  
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• If you need to adjust the page layout or setup,  select Custom Margins or Page Setup. 

 

 

 

• Select  “Landscape or Portrait” to fit the whole report on a page. 

 

 

 

• Click “OK” to make the changes, then print.  


