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0 This training document will give you step-by-step
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DATE May 14, 2015 TULANE UNIVERSITY -
TIME 10:27:25 TULANE ACCOUNTING MANAGEMENT SYSTEM [@] Vigw in HTML Format
BUDGET STATEMENT
FERIOD: OCT-14 View in PDF Format
ORGAMIZATION 13122 ACCOUNTING OFFICE .
ACCOUNT 221202 BANKING RELATED FEES f] View in XML Format
RESPOMSIBLE PERSOM J PATTERSON View in Excel Options »
DEPT USE NAT ACCNT | DESCRIPTION FY14 OPERATING PERIOD TO DATE YEAR TO DATE ENCUMBRANCE | BUDGET AVAILABLE
BUDGET
0000 6413 DEBT SERVICE - BANK 0.00 2977.73 8.457.50 0.00 -8,457.50
FEES
7851 OTHER EXPENSES 220,000.00 28.20 219.971.80

S600 SUBTOTAL SUPPLIES AND EXPENSES 220,000.00 2,985.77 8,485.70 mm

221202 Tou om0 zote e I T

0 From the results of your search, click the Choose Format icon and select “View
in PDF Format” from the dropdown list

0 IMPORTANT: You must use the PDF format for the printed version of the report
to be properly aligned and formatted
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0 When the report opens in the PDF format, a grey bar will briefly appear at the
bottom of the page with process options

0 Choose the Printer icon from the grey bar to open the Print Format dialogue box

o |If the grey bar vanishes, simply hover your mouse near the bottom of the page to make it
reappear
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Copies: Il =

Pages to Print Comments & Forms

@ All [Document and Markups V]
Current page

Pages |1

» More Options

Page Sizing 8 Handling (&) 8.5x11 Inches

‘ Size H A poster H [E] Multiple [ [5] Booklet ] — — “

Size Options:

© Fit ===
@ Actual size

() Shrink oversized pages

[] Choose paper source by PDF page size

Orientation:

) Auto portrait/landscape

@ Portrait

) Landscape

Want to print colors as gray & black? @

:

Pagel of 1

Page Setup... Print Cancel
|

00 Print dialogue box

Printer: Your computer’s default printer should be listed
Copies: Include the number of copies you would like to print; the default is 1

Pages to Print: Select All to print all pages of your report; you can also select Current page to
print only the page in your current view or Pages to type a range of pages to print
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printer: ([T N - | [ Properties | [ Advenced | Help @ _

Comments 8 Forms

’Document and Markups v]

Page Sizing & Handling (&) 8.5x11 Inches
[ Size ] [ B Poster ] [ Multiple [ [5] Booklet ]
i €] Ta
Size Options:
© Fi e e
@ Actual size €—
(Z) Shrink oversized pages
[T] Choose paper source by PDF page size
Orientation:
@) Auto portrait/landscape |MPORTANT:
® Portrait €«——— Change this default
& Land-cape to Landscape
Want to print colers as gray & black? @
L<] =]
Pagel of 1
| Page Setup... [ Print ] [ Cancel ]

0 Under Size Options, accept the default of Actual Size
IMPORTANT: Under Orientation, change the default of Portrait to Landscape (or to

O

Auto Portrait/Landscape)

O Notice the Print preview to the right shows part of the report greyed out in the default Portrait

orientation
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- _ Printer: [Xerox Phaser 4400M v] [ Properties ] [ Adwvanced ] Help @ _

Copies: |1 =

Pages to Print Comments & Forms
@ All

[Document and Markups v]

Current page

Pages |1
¥ More Options

Page Sizing & Handling (i)

[ [ size ] l BE poster l [ [E] Multiple l [5] Booklet l 11 x8.5 Inches

Size Options: - — -
i = & ==

© Fit

@ Actual size EE_L == :E‘—E4E—LEN

() Shrink oversized pages

[l Choose paper source by PDF page size

Orientation:

() Auto portrait/landscape

() Partrait

@ Landscape€&—

Want to print colors as gray & black? @

Pagel of 1

o )| o)

A

0 Now that Landscape is selected as the orientation, notice the print preview to the
right is aligned with the entire page in view

0 You are now ready to click the Print button to print a formatted version of your
report
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