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Use this job aid to: save or print an Analysis report as a PDF.

Print to PDF

This job aid will show you how to save a workspace and any associated charts as a PDF. You can then
print the PDF or email the PDF to your manager.

Click the Print to PDF button

While in an active workspace tab, click the Print to PDF & putton.
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Select the Data radio button under the “Print What” heading

Under the “Print What” heading, select the Data radio button to print all worksheets and any charts
in the active workspace.
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Select other print features

You may adjust the paper size and orientation. Customize the header and footer by using the drop-
downs and typing your customizations in the text boxes.

The default setting is the name of the workspace in the header and the current date and page
number in the footer.
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Save the PDF

The PDF file will open in a new window. Save the PDF as you normally do. Analysis will automatically
name and date/time-stamp the file if you do not assign a name.

@Qv| » Computer » HOME

Organize v [: Open with Adobe Acrobat X ~ Print Burn New folder

A

Bl Desktop = Name v Date modified
iDowmicads [ & 10/16/2014 11:27 ...
=, Recent Places |~ = : 3 0 q
X Non Sponsored - Financial Summary_2014-10-16_11-15-33.pdf 10/16/2014 11:22 ...
: 10/16/2014 11:47 ...
5 10/16/2014 11:50 ...

An example of the first page of a report is shown below:

Sheet 1

Non Sponsored - Financial Summary
Column: Key Figures
Row: Funds Center, Funded Program, GiL Account

Background Filter: Stat Key Figures [Real (Budget Relevant)}

Key Figures
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NOTE: There will be additional pages that accompany the first pages. These secondary pages include
technical data on the report.

A sample is shown below:

Mon Sponsored - Financial Summary
0P_FPER (Period/Fiscal Year (Single Value Entry, Required)): July 2014 001/2015

05_FCTR (Funds Center (Selection Option, Optional)):
05_MEAS (Funded Program):
05_FUND (Fund (Selection Option, Optional)):

ZSBAREAZ (Business Area (Selection Option, Optional)):
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