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SUBJECT:   EXPORT RMS REPORT(s) TO PDF/WORD/HTML FILES

PROCEDURES:    Generate your report and you should come to a window similar to the one below:
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Select the EXPORT Icon (Upper Right of window) and the following window appears
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The “Save To Path” is very important. 

You are going to specify where you want to save the file(s). Several comments about the Drives.  As shown below, the drives are located on the Vicksburg server. DO NOT USE these to export the file to. The other drives listed that have \\client\  in the drive name are on the user’s local PC. This is where you want to export the file(s) to.  For example  u:\\client\d$ is the D: hard drive on the user’s PC.  

Only the drives actually on the client PC will be listed. This includes Floppy Drives, Hard Drives and CDROMS. None of a users network drives ( K: L: P: Q: ) will show up.

Select where you want the RMS Report to be saved to and click OK.  Example below shows that I selected  C$ on ‘Client” (C)\temp which is actually the C:\temp folder on my PC.

You can export to PDF, Word or HTML format. 
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As seen below:

When I exported to Word, a file was created  C:\temp\Project Status.doc

When I exported to HTML, 2 files were created  C:\temp\Project Status.htm and C:\temp\Project Status_1.jpg.
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Notes:

The PDF file that is created is a smaller file in size and is the recommended choice for emailing.

The word file that is created is basically a picture and can not be edited.

The HTML export to a JPG file is also a picture. However, when printed, the quality is much less than that of the word file. 

Recommend that users use the Export to PDF or Word for better quality.

Also, it should be noted that many reports can also export to Excel. The option will appear when a report can be exported to Excel.
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