Printing Reports

This document provides instructions for setting up printers and using the print functions in the
Report program.

Printing Reports 1
PHINTET SELUD ..ot 1
Deleting @ PrINEI ..o 2
PrNtING 10 LPDF ... 2
Printing t0 @ PrINTET .....ooiiiiieie e 3
PNt SCREMES......eiii e 5

Copyright © July 2009, ACI
All Rights Reserved

24 0Old Kings Road North | Palm Coast, FL 32137 | appraiserschoice.com | 800.234.8727



Printing Reports

The Print function in Report streamlines the printing of reports to .PDF or to a printer.

Printer Setup

Prior to printing reports, set up the printer selections, paper size, source, and orientation using

Printer Setup.

1. Click File > Printer Setup.

2. Click Add.

3. Select a printer. Click Properties to select the printer options (optional).
4

Select the print options and click OK.
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Printer
Name: E.‘-."-ac:'rfsﬂ‘l"\.Ne»\' Marketing HP4700 Color | vI
Status: Ready

Type: HP Color LaserJet 4700 PCL 6
‘Where:  Training / Marketing

Comment:
Paper Orientation
Size: ijLeﬂer _v: (® Portrat
Source: :M_o_mahc_:alpgeled v_\ (O Landscape
Paper
Size

Select the paper size for the printer.

Source
Select the paper source.

Orientation

Portrait
Select Portrait to print the report with a vertical layout.

Landscape
Select Landscape to print the report with a horizontal layout.
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5. Click Relabel, select the printer Label i.e., B&W (black and white), C (color), and click OK.

Relabel:

Frinter:
hacifzll WM ew barketing HP4700 Color
Label: |EI |

6. Click Add to set up an additional printer, or click Done to save the changes and exit Printer
Setup.

Deleting a Printer

1. Click File > Printer Setup.
2. Select a printer and click Remove.

3. Click Done to exit Printer Setup.

Printing to .PDF

1. Open areport.

2. Click File > Print Adobe PDF, or click the Print PDF icon (), or press ALT+P on the
keyboard.

3. Select the file location directory. Enter the File Name, select Save as Type — PDF Files, and
click Save.

4. Select the Print Components.

Print Components - SAMPLE.ACI X

Components:
Copies
R R ~
Title 1 -
Letter af Tranzmittal 1
1004_05 1 ety
p...
1004_05 - Addendum 1
Diimenzion List 1
Subject Photos 1
Comps 1,2,3 Photos 1
Comps 4,56 Photos 1
Comps 78,9 Photos 1
Extra 3 Photo Page 1 1 A
[ Select all ] [ Deselect al ] [ Irvvert
Overall Copies: 1_3 ] [ Print empty pages.
[] Reverse print order
Open file when done
Scheme
V:[ Save As.. ] [ Delete ] [ Default
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Select all
Includes all forms.

Deselect all
Excludes all forms. Manually select the forms to print.

Invert
Automatically deselects the previously selected forms and selects the previously
unselected forms.

TIP: For forms with multiple sections (for example,
the 1004 Single Family 2005), click Details and
select the sections to print.

5. Select the print options and click OK to generate the .PDF.

Print Empty Pages
Select to include blank pages when printing. Deselect to exclude blank pages.

Reverse Print Order
Select to print forms in order from last to first. Deselect to print forms in order from first to
last.

Open File When Done
Select to automatically open the .PDF File in Adobe Acrobat Reader after printing.
Deselect to print the file to .PDF without opening it.

Printing to a Printer

1. Open areport.

2. Click File > Print, or click the Print icon (@), or press CTRL+P on the keyboard.
3. Select the Print Components.

Select all
Includes all forms.

Deselect all
Deselects all forms. Manually select the forms to print.

Invert
Automatically deselects the previously selected forms and selects the previously
unselected forms.

TIP: For forms with multiple sections (for example,
the 1004 Single Family 2005), click Details and
select the sections to print.
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4. Select the print options and click OK.

Print Components - SAMPLE.ACI 3
Components: _
Ok
Copies Frinter « -
oo T
Title 1 c N
Letter of Transmittal 1 B
1004_05 1 B Setu
p...
1004_05 - Addendum 1 B
Diimenzion List 1 B
Subject Photos 1 15
hatos 1 C
3 1 &
[[] Comps 7.8.9 Photos 1 B
Extra 3 Photo Page 1 1 15 A
[ Select all ] [ Deselect al ] [ Irvvert
Overall Copies: 1_3 ] [ Print empty pages.
[] Reverse print order
Scheme
| V:[ Save As.. ] [ Delete ] [ Default
Copies

Click the number next to the component and enter number of copies to print.

Printer
Select the printer for the Form.

Print Empty Pages

Select to include empty pages when printing. Deselect to exclude empty pages.

Reverse Print Order

Select to print forms in order from last to first. Deselect to print forms in order from first to

last.

Overall Copies

Select the number of total copies to print.
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Print Schemes

Create and save custom printing preferences using Print Schemes. Print Schemes save time.
Once a Print Scheme is set up, the scheme is available for future print jobs; the selection of
specific pages, number of copies and overall print copies is not necessary. Custom Schemes are
available for use based on the main form type. If a scheme was created for the Single Family
Report Pak, that print scheme will be available for any Report Pak in which the 1004 Single
Family 2005 is the main form.

Creating Print Schemes

1. Click File > Print.
2. Select the Print Components.

Invert
Automatically deselects the previously selected forms and selects the previously
unselected forms.

Select all
Includes all forms.

Deselect all

Deselects all forms. Manually select the forms to print.

TIP: For forms with multiple sections (for example,
the 1004 Single Family 2005), click Details and
select the sections to print.

3. Select the print options.

Copies
Click the number next to the component and enter number of copies to print.

Printer
Select the printer for the Form.

Print Empty Pages
Select to include empty pages when printing. Deselect to exclude empty pages.

Reverse Print Order
Select to print forms in order from last to first. Deselect to print forms in order from first to
last.

Overall Copies
Select the number of total copies to print.

4. Click Save As, enter the Print Scheme name, and click OK to save.
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5. Click OK to print the report, or click Cancel to exit the Print Components dialog box.

Deleting Print Schemes

1. Click File > Print.
Select the Scheme and click Delete.

Click Yes to confirm deletion, or click No to cancel.

A WD

Click Cancel to exit the Print Components window.
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