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Correcting the Pathway for Viewing and Printing Reports in Workflows Cheat Sheet
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Go to Reports module

Then Go to Report Session wizard

phony WorkFlows

& Report Session

@ Schedule New Reports
% Scheduled Reporls

2 Finished Reports

3 tem Search and Display
(i Check ltem Status

& Help
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Under “Application to View Reports” highlight what is currently there and paste (or type in)
the following: C: \Program Files\Windows NT\Accessories\wordpad.exe

[ SirsiDynix Symphony WorkFlows: Set Session Settings

Sile Edit Wizards Modules Preference Tools Help 3
o \ \ | | L | | ) \ |
Set Session Settings *
Report Session @ Review Settings Each Session
i® Schedule New Reports Defaults

% Scheduled Reporis
Finished Reports

Application to view reports: C:\Program Files\Windows NT\Accessories\w 4

Application to print reports: C:\Program Files\Windows NT\Accessories\w % \
¥ tem Search and Display Application to view XML reports: C:\Program Files\Internet Exploreriiexplore.ex # "
Check ltem Status Application to view XLS reports: &

Help Setup & Schedule
Display report source column

[JNotify owner when report is finished

[Jsend notices automatically

[ Preserve template owner

] Allow entering email address in Reply To field
View, Print, or Email Finished Reports

Format report

Include log

Include results

[_] Display format page

Format Page
Character set table: DEFAULT =
Page length: 61
Page width: 80
Top margin: 3
Bottom margin:|7

OK  Cancel
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Under “Application to Print Reports” highlight what is currently there and paste (or type in)
the following:

C:\Program Files\Windows NT\Accessories\wordpad.exe /p

(mw;?;- mphony WorkFl t n Settin
File Edit Wizards Modules Preference Tools Help RSAE
= Set Session Settings *
Common Tasks [OM | Y sassicn setings
Report Session Review Settings Each Session
& Schedule New Reports Defaults
% Scheduled Reports
- Application to view reports: C:\Program Files\Windows NT\Accessories\w &
B Finished Reports _— . " .
. Application to print reports: les\Windows NT\Accessories\wordpad.exe /pkd
8 ttem Search and Display Application to view XML reports: C:\Program Files\Internet Exploreniexplore.ex &
Check ltem Status Application to view XLS reports: %

Help Setup & Schedule

Display report source column

[JNotify owner when report is finished
[JSend notices automatically
(JPreserve template owner

[JAllow entering email address in Reply To field

View, Print, or Email Finished Reports
@ Format report
@include log
Binclude results
() Display format page
Format Page
Character set table: DEFAULT 2
Page length: 61
Page width: 80
Top margin: 3
Bottom margin: 7

OK  Cancel

(To use the PASTE function, you can highlight the text you want in this document and on the
keyboard press CTRL and the letter “C” at the same time. Then go to the location in
WorkFlows (highlighted by the arrow above) and highlight the existing text and on the
keyboard CTRL and the letter “V.”)

Then Click “OK” at the bottom of the screen

You will then need to close Workflows completely and you will get an extra message stating
“Properties have been changed. Would you like to save changes?”
- Click “YES” to save your changes.
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