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Assumes you are using previously provided instructions to run a report from the
additional reports menu and we are using the Diversity Appeal Labels as an
example process. All labels and read around lists should follow the same steps
listed below. Access and save a sample report from Jenzabar to Excel

1. Double click on the diversity _appeal_nov2010 which can be found in the
special_appeals.pbl.

2. Build an Excel file to pass around.

e From the tool bar menu choose File ... Save Rows As...

e Navigate the Save In Window to choose a location for your file. Fill in the
File name and choose EXCELS8 (97/ 2000/ XP /2000) with headers.
VERY IMPORTANT!

f 2|x]
Save in: | (& Desktop ﬂ ] Rl o
| Br'-“ly Documents IZ‘IJ|;|iFI:sl:ﬂfl:l.u'u:l.>c:|s
j My Cormputer IEIJh-:ul-:ling.}cls
& My Nebwork Places B MaIN DIRECTORY . xls [
1 |2 %P Academic Applications Eﬁaf‘-’ly Recent Documents '?
B ey s e old ¢ drive

E‘ﬂgil‘tshydnnar.xls

File narne: |D iversity2010_Pazsdround Save
Save as type: |E:-:|:EIE [97 /2000 / =P/ 2003) with header:j Cancel

- Encoding: | J
e Click the SAVE button.
e Navigate through explorer and open the Excel File you just created.

e Click!" ' toexpand all columns
e Change column titles as desired

G:\Development\additional_Excel features_for_report_formating_and_analysis.docx Page 2



Running Labels and Producing Read Around Excel Lists

01/04/2011

Double click between columns to expand all columns

Eﬂ H9-0)= develooment_ alumni [Compatibility Mode] - Microsoft Excel

]
J Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat

B cotors - J "3 Ij .:- 94 ” ‘_='jJ 34 Width; | Automatic = | Gridlines |Headings | 4 Bring to Front
4 | [A]Fonts - . ] l-l g

;1,J Height: |Automatic ||| [¥| View | |¥| View || 24 Sendto Back
Themes — Margins Orientation Size Print  Breaks Background Print
> [O]Effects - = - =

Area~ - Titles k] Scale: 100% Print print || Sy Selection Pane
Themes Page Setup ) Seale to Fit ! Sheet Options ™= Arrange
| AL - fe | family_id l
Eﬁ A B C D E E G H | d K L i}
1 |family_id last_first_rdeceased salut_line_salut_line_addr_line_ addr_line_: city state zip marital_sts spouse_id deceased ifirs
2 | 585001549 Abundis. CN Mr. Carlos Carlos 1060 Bedford Road  Grosse PolMl 43230-140 S |
3 [96842406 Acevedo, N Mr. Justin Justin 2208 Village Drive Mission  TX T8572-328 5
41 B4RZRRAN Adair Alm b Mr and MiAlma 234 Guilford Fra Univarsal CTX TRA4R-3R1 M

e Change Gift Date column format:
a. Shift + End +Down Arrow [Keys] ...to select data in column ‘C’
(Don’t select the header...titled Gift_Date)

C2 M fe | 12/9/2004 12:00:00 AM
A B c
Donor_ID Name Gift_Date

52008200 Albrecht, Leslie A 12/9/2004 0:00
55008200 Albrecht, Leslie A 11/22/2005 0:00
55008200 Albrecht, Leslie A 10/21/2003 0:00
05022200 Arbuckle, James Fonny 12/18/2003 0:00
05022200 Arbuckle, James Ronny 4/6/2006 0:00
85022200 Arbuckle. James Ronny 4/5/2005 0:00
85083950 Borgstedte, Donald 5/19/2006 0:00
55083950 Borastedte. Donald 142772004 0-00

b. Right click selected date column > Format Cells

Alig) # | Cut
'004 12:00 53 Copy
[ FPaste
Gift D Paste Special...
T
12.-9.-_2 nsert..
11/22/2
10/21/2)  Belete-
12182 Clear Contents
416/ Filter b
4/5/2
5/19/2 sart ’
112772 1 Insert Comment
6/16/2| 4
1902119 ﬁ Eormat Cells..,
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e Select Date category and Type of your choice
Format Cells

Murnber | Alignment Fant Border Fill Protection
Cakeqgory:
General Sample
Mumber
12/09/04
CuUrrency )
Accountini Twpe:
Tine *3{14/2001 A
" =
Percentage S:Y:dnesdav, March 14, 2001
Fraction Zi14101 =
Saentife T —
Specil e v
Zustom ar =
Locale {location):
|Eng|ish (.5 v |

Date formats display date and time serial numbers as date walues. Date formats that
begin with an asterisk (*) respond to changes in regional date and time settings that are
specified For the operating system. Formats without an asterisk are not affected by

Running Labels and Producing Read Around Excel Lists

operating systerm settings.

[ oK l l Cancel ]

e Hide columns: You may want to Hide columns as needed. E.g. if you need
to hide columns E, F, & G:
Select all three columns > right click > Hide

E F G
Gift_class sub| &£ cut
B =3 Copy
C5 )
CS '
C5
B Insert
CS
C5 Delete
CS Clear Contents
= ﬁf' Eormat Cells...
C5 -
C5 Column Width...
CSs Hide
CS Unhide
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e Inserta Column: Right click a desired column location...e.g. in column D

> Insert
C - D H
Gift_Date A& Cut
12/09704) |2 cCopy
11/22/05 .
10/21/03) |
12/18/03
04/06/06 Insert
04.-'.05.-'.05 Delete
05/19/06
01/27/04 Clear Contents
06/16/05) | B Format Cells...
12"|_3 1"I_D:' Column Width...
07/23/08 _
01/11/06 Hide
07/25/08 Unhide

e A new column appears as seen below. You may name the column as needed.
In this sample a new column (Month) will display / return month result from

column ‘C’
C D
Date Month
12/09/04
11/22/05
10/21/03
12/18/03
04/06/06
04/05/05
05/19/06
01/27/04
06/16/05
120340NE
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How to return a month
a. Change column D format to Number category No decimals...Ok

Mumber | dlignment | Font | Border | Fil | Protection
Cakeqgory:

General Sample

Currency

Accounking ; . -
S Decimal places: D
Time [ Use 1000 Separator ()
Percentage

Fraction Megative numbers;

Scientific BE

Text 1234

Special [1234)

Custom (1234)

Murber is used For general display of numbers, Currency and Accounting offer
specialized Formatting For monetary value,

b. To return Month only type the formula shown below
 fx | =month(C2)

C | D |
Gift_Date Month
r 12/09/04]  =month(C2)]
11/22/05
10/21/03
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e See month results in column ‘D’

C
Gift_Date

12/09/04
11/22/05
10/21/03
12/18/03
04/06/06
04/05/05

e Delete a column e.g. Delete column N’
Right click a column and select Delete

[

Month

12
11
10
12
4
4

J 4

I %)
g6 | Cut
53 Copy
[ Paste
Paste Special...
Insert
Delete

Clear Contents
ﬁ} Eormat Cells...

Column Width...

Hide

Unhide
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e Combine data from more than one column to appear within a single
column e.g.(Last_name, first_name, middle Name)...

E Q R
last_name first_name middle_name
Adams Donald 5.

Adams Glen

Adizx Fred

Alexander Stacey A
Anderson Jeanne A
Appling J. Michagl
Armold Frank A
Avalos MMaria Dolares
Ayers William M.
Ayres Thomas E.
Ayres Thomas E.
Babcock Jeffery A
Babcock Jeffery A
Babcock Jeffery A
Babcock Jeffery A
Barry Mary Elizabeth
Baumbach B. C.

Note: text need to be within double quotations e.g. “Appling”
Cell references and numbers do not need double quotations.
See the formula... and result in cell ‘P7’

p7 v A
0 P

phone last_name
0097946567 Adams
2818939097 Adams
3616782000 Adix
8305601975 Alexander
5617320981 Anderson

=COMCATENATE("Appling"," ",Q7." ".R7)

97954357090 Appling J. Michael

(== ey R o R N PR A )

8305373464 Amold

] R
first_name middle_name
Conald G
Glen
Fred
Stacey A
Jeanne A

IJ Michael
Frank A
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e How to separate data? Here is an example:

a. Insert 4 empty columns after column ‘X’
Y i AA AB

b. Select data in column “X’ [Shift +End+Down Arrow] except for the
header.

X

salut_line_1

Mr. Donald G. Adams

Mr. and Mrs. Glen Adams
Mr. Fred Adix, Jr.

Mrs. Stacey A. Alexander
Mrs. Jeanne A Anderson
Mr.J. M. Appling. Sr.

Mr. Frank A. Amold, Jr.
Dr. Maria Avalos

Captain William M. Ayers
Ir. Thomas E. Ayres

c. InData (Tab) click on Text to Columns

Data Review View

nnections | & FalZ] (& Clear B=
2t |Z|A I? r . e

Tl Aok |CBRe Text to
Al __ﬂ?.ﬁ.dvanced Columns

ons Sort & Filter
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d. Select Delimited option > Next

Conwvert Text to Columns Wizard - Step 1 of 3

The Texk Wizard has determined that your data is Delimited,
If this is correck, choose Mext, or choose the data type that best describes vour data.

Criginal data type

Choose the file type that best describes wour data;
] i - Characters such as commas or tabs separate each field,

(& Delimited

() Fixed width - Fields are aligned in columns with spaces between each Field.

Preview of selected data:

r. Donald G. Adams

r. and Mrs. Flen Adams

¥r. Fred Adix, Jr.

rs. Stacey A. Alexander

rs. Jeanne A. Anderson w

IIEEII ext= | [ Finish

PIEIE=]E
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e. Select Comma and Space as Delimiters > Next

Convert Text to Columns Wizard - 5tep 2 of 3

This screen lets vou set the delimiters wour data contains. You can see how wour text is affected in
the preview below,

Delimiters

[]1ab

[ ] semicalan Treat consecutive delimiters as one

: Text gualifier; |" w
Space

] other: I:I

[Data preview

Y. onald 5. dams ~
¥ d rs. len dams=

r. red dix Fr.

r=. Prtacey [L. lexander

r=. santie (b derson w

Cancel ][ < Back ][ Mext = l[ Einish
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f.

If necessary...select salutation column if you don’t plan to include in
the final results. Select Do not import column (skip) > Finish (Tab)
Conwvert Text to Columns Wizard - 5tep 3 of 3

This screen leks vou select each column and set the Data Farmat,
Colurnn data Formak

) General
‘General’ comverts numeric values to numbers, date values to
O Text dates, and all remaining walues ko bext,

{*)iD0 not import column {skip)i

Destination: | fx$2

2.7
Data preview
Concral
.
pdams
A
>
Cancel ] [ < Back

e How to Run a Subtotal Function:

For example; you want to summarize the $ amount received/promised by
solicitors....

a. Sort the “Solicitors’ column: Home (Tab) > Sort&Filter > Custom
Sort

YA

j Sort & | Find &
<27 |Filter = | select -
41| sortAtez

2l sotztoa

1] Custom Sart...
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b. Select Sort by Solicitors and put a check mark at My data has

headers
’ 1}%1 Add Level ” )( Delete Level ” 53 Copy Level ” i || ¥ Ciptions. .. My data has headers
Colurmnn Sort On Crder
Sortby  |Siidiars [ || |'-a'a|ues w | |.-5. to Z w
|
a4 l [ Cancel

c. See Solicitor column sorted from A to Z

Brian K. Danforth

Brian K. Danforth

Brian K. Danfarth

Charles Merrill Vestal
Charles Merrill Yestal
Charles Merrill Vestal
Charles Merrill Vestal
Charles Merrill Vestal
Charles Merrill Vestal
Charles Merrill Vestal
Charles Merrill Yestal
Charles Merrill Vestal
Charles Merrill Yestal
Charles Merrill Vestal
Charles Merrill Vestal
Charles Merrill Vestal
Charles Merrill Vestal
James Chris Bischoff
James Chris Bischoff
James Chris Bischoff
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d. Find Subtotal comma
BIE] @|rE C= i
P R e
Group Ungroup |Subtotal

Cutline

e.
Ii. Use function: Sum
iii. Add subtotal to: A
OK

Subtotal

01/04/2011

nd from Data (Tab)

l

I. Select At each change in: Solicitors

mount (column)

at each change in;

| Solicitors w |
=& function:

| Surm b |
Add subkokal bo:

[ ] gift_dre

B3| gif_tram_amt
[ 11y gift_class
[ gift_cat_desc
[ 1¢2) description
[ ]phone

Replace current subkotals
[¥]iPage break between groups}
Surnmaty below data

[ Remove Al ] [ K

=

f. Summary is shown in outlines 1, 2, & 3. The image below shows outline 2

summary.
' 1.3 E G H ' K L
1 state zip description | Solicitors gift_tran_amt gift_class
99 Brian K. Danforth Total 6603.7
114 Charles Merrill Vestal Total 4725
143 James Chris Bischoff Total 14942 34
172 Nancy Hershfield Total 59962.53
213 Pamela Renee Rehfeld Total 91937.07
227 L Samuel Paige Ehrlich Total 624431
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Using PivotTable and PivotChart (e.g. using weekly gift report)
(A) Itis important to Save the file first >Insert (Tab) > PivotTable > PivotTable

II_,-E:! '\.\'. H ’ [ =
ad

Haome Insert

7 G

|PivatTable| Table || Picture

liz] PivoiTable L
iz PivotChart - |

(B) The Create PivotTable Wizard Open up. Make sure the Table/Range is correct [e.g.
SAS$1:3NS$S101] for this file. Select New Worksheet option...OK

Create PivotTable

honose the data that wou want ko analvze

(%) Select a kable or range
Table/Range: | qiftbwfundtotals!$a41 04101

R

() Use an external data source

Chonse where wou wank the PivotTable repart ko be placed
(%) Mew Worksheet
() Existing \Warksheek
Locatian: Eii:;|

Ok l[ Cancel ]
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(C) PivotTable work area
i. Click and drag fisrt_mi_last field to Row Labels area
ii. Click and drag solicitor_cde field to Column Labels area
iii. Click and drag gift_tran_amt field to Values area

A3 - S | Sum of gift_tran_amt
A B G D E F G H iPivotTable Field List v x

Choose fields to add to report:

[(last_first_middle ~

[Sum of gift tran amt |solicit_cde|~

first_mi_last [~ [HONWW PHOMNA SCHOL SPORT TLORG UNSOL Grand Total
Charles M. Vestal 750 750 1500 [aift_dt=

James C. Bischoff 550 550 [“]gift_tran_amt

MNancy Hershfield 100 1000 600 4500 6200 [aift_class

Pamela R. Rehfeld 100 100 1200 100 1500 [sub_class_cde

{blank) 2500 0 300 12850 15650 [(saft_credit_yn

Grand Taotal 200 3250 1100 900 19850 100 25400 [Caift_cat_desc

[] solicit_cde

[[solicitor_id

[¥]first_mi_last

[eat_comp_1

[Csolicit_cde2 =

Aiftarnnnum

Drag fields between areas below:
' Report Filter i column Labels

solicit_cde -

45 Row Labels E  Values
first_mi_last - Sum of gift_tr... ¥

[] pefer Layout Update

v M| sheetl . giftbyfundtotals %3 0 | m
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d. In order to have a graphical presentation of the above PivotTable:
i. Make sure your curse is in your PivotTable data.
ii. Click Options (Tab) > PivotChart (command)

PivotTable Tools

!f'bg_ o9~ * giftbyfundtotals [Compatibility Mode] - Microsoft Ex...

Home Insert Page Layout Farmulas Data Review View | Options Design
PivotTable Name: | Active Field: = Group Selection s [ L P =] la
PI'WtTablelamE 5 IVefle'ftt || e 2 @ - L @ A{‘L |ié""ll'* E?
ivatTable um of gift_tran_: « Ungroup e
- = : = g I_ 2} Sart Refresh Change Data || Clear Select  Move PivatChart Fi
E5 Options ~ i?ﬂFleld Settings  — || g Group Field - Saurce = - =  PivotTable
PivotTable Active Field Group Sart Data Actions 1o
D6 - (3 £ |
A B _ £ D] E F G H
1
2
3 [Sum of gift_tran_amt [solicit_cde |~
4 first_mi_last | = [HONMM PHOMNA SCHOL SFPORT TLORG UMSOL Grand Total
5 [Charles M. Vestal 750 750 1500
6 _|James C. Bischoff 1 550 550
7 Mancy Hershfield 100 1000 600 4500 6200
G |Pamela R. Rehfeld 100 100 1200 100 1500
9 |{blank) 2500 0 300 12550 15640
10 | Grand Tatal 200 3250 1100 a00 19850 100 25400
e. Select chart type ...e.g. Clustered Column > OK
Insert Chart
L3 Templates Column 8
e ) =B | (8%) 0w 98] 98]
[ Line | | | | | |
& Pie ' Clustered Cl:ulumrj[ . — . . .
[ TafT 03] ) ld Jud] JAA
= B | | (PR | dla] JA0 180
BA Area - - - - -
£ XY (Scatter) A B i
lis]  Stock
bl Surface L= g g g g g
@ Doughnut K . a0 | L i Jj’%
o x\_.-"'/ x\_.-"'/ " " \.\:) ,}"-.J" .\?—
22 Bubble | | | | | | |
iy Radar Pie
[ManagETemplates... ] [ Set as Default Chart ] I Ok ] [ Cancel
f. A chart and a PivotChart Filter Pane appears as seen below:
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A B # D E E G H

[Sum of gift_tran_amt [solicit_cde|~]
(first_mi last |"_, HORMM PHOMNA SCHOL SPORT TLORG UNSOL Grand Total
|Charles M. Vestal 740 750 1500
James C. Bischoff 550 550
|NancyHasabiald B Annl 100N BN ARNN G200
|Parme|| PivotChart Filter Pane e
| | i 14000
|(blank] Active Fields on the = __|
[Grand | PivotChart | | 12000

| %" Report Filter

| Ll B HONMM

| il Aods Fields (Categories) |

—— 8000 HPHOMA
1 |ﬁrst_mi_|ast I:J| |
1 6000 W SCHOL
7 Legend Fields (Series) mEoORT
| |su:u|icit_cde |3| pakll = TLORG
| = values { < m UNSOL
Sum of gift_tran_amt 0 |1 n T m T
Charlesil.  James C. Mancy Pamels R. {blank)
Vestsl Bischoff Hershfield Rehfeld

g. Click on Move Chart command to move chart to a new page

PivatChart Toaols - o X
Design Layout Farmat Analyze X
Chart Styles
Mowve Chart
F | G | H | Move this chart to another sheet or
tab in the workboaok.
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h. Select New sheet and type in the new page name. This example is titled Amount by solicitor
> 0K

Mowve Chart

Choose where wou want the chart to be placed:

I._HTJ’JJ (%) Mew sheet: |F'.m|:|unt by solicitar| |
() Ohject in: |Sheet1 v|

o, l[ Cancel ]

i View chart result in a new page

T 000 I IPivotEhart Filter Pane v X

Active Fields on the PivotChart ;

¥ Report Filter
12000
1] Axis Fields (Categories)
| first_mi_last B|
10000
7 Legend Fields (Series)
| solidt_cde E“
coms B HONIM Z  Values
m PHONA Sum of gift_tran_amt
wSCHOL |
wSPORT
5000 = TLORG
B UNSOL
4000
2000
i _ .
ischoff

Charlas M. Vastsl JzmesC. Bisc MNancy Harshfisld Pamealz R. Rehfeld [blank)
4 » | Amount by solicitor .~ Sheeti . giftbyfundtotals ¥ 0 m

ady |
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j- You may wish to adjust the ‘Y’ axis scale by selecting within ‘¥’ Axis.
4000

2000

. A N

o0

Charles M. Vestsl 1

[vertical (value) Axis)

g

k. Right click on it and select Format Axis

6000 —
Delete

&4 | Reset to Match Style
Fant...

4000 -
iih Change Chart Type...
54 Select Data..

2000 —
Add Minor Gridlines
Format Major Gridlines...

% Format Axis..,
0 1:—:——|:—=|—

L. Change the Major unit option to Fixed and type in a desired scale. This example was changed
from 2000.0 to 500.0 > Close

Format Axis
[ aodis optons | | pis Options
Mumber Minimum: @) Auto () Fixed | |
Fill Maxirmurn: @. Auto {:} Fined
Line Colar I*“IEIJ'DF unitt () aute ) Fixed |S00.0
Line Style Minor unit: @ aute O Fixed
Shadaw [] values in reverse order
3.0 Earmat ] Logarithmic scale | |
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m. Final results shown below

T 1
N3500
[13000

12500

12000
nis00
n1000
nos00
noooo
9500
2000
BEQD
8000
7500
7000

§500 Plot ArEEL = ECHOL

e i )
mEPORT

B HONMM

m PHONA

6000
5500 B TLORG
5000 B UNSOL

4500
4000
3500
3000
2500
2000

1500

1000

-~
a

o—G

T
Charles M. Vestal JamesC. Bischoff MNancy Hershfield Pamelza R. Rehfeld [Blank}

i
| Amount by solicitor .~ Sheetl . giftbyfundtotals -~ ¥d [ il
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Set Print Area;

01/04/2011

Page Layout

Select the last cell [Ctrl +
End] keys

Scroll all the way up to
the top

Press on Shift + Cell Al
[to select all cells]

Set Print Area

() = - v
-
Home Insert Page Layout Formulas Data Reviev
Colors = H— = = [T
Fonts ~ "> o =
Themes Margins Orientation Size Print |Breaks Backgroun
= Effects = = - > [Area~-| -
Themes Pag _._} Set Print Area
Y350 - e | 1 Clear Print Area
2] R el

(=20 -RE N = PR E R L FURE S R

Pamela Renee Rehfeld

M

first_middle_last mem_honor_cde solicitor

Pamela Renee F
Charles Merrill &
Brian K. Danfort

Pamela Renee F
Charles Memill \
Brian K. Danfort

e (o to page Layout > click on Print Titles (command)

Peert Page Layout Formulas Data

Review

WA R =

Margins Orientation Size Print Breaks Background

i i X Area =
Page Setup

View

[e==1'

-l
Print
Titles
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Set page orientation, Fit to scale, Paper size
Page (Tab) > Landscape > Paper size Legal OK

Page Setup

Page | Margins | HeaderjFooter | Shest |

Crientation
) Portrait {(¥) Landscape
Scaling

) adjust ko % normal size
(%) Fit ko pagels) wide by Eall

Paper size: |Legal v|
Print guaiity: [T v
First page number:
Prink. .. ] ’F‘rint F‘revie&] [ Opkions. .. ]
I (4 l [ Cancel

]
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e Insert Header /Footer (Tab)

| Page | Margiﬂ Header [Footer | sheet |

Header:

|(n0ne) > |
[ Cuskorn Header. .. ] [ Cuskorn Fooker, .. J

Fooker:

|(n0ne) " |

[ cifferent odd and even pages
[ Cifferent firsk page

Scale with docurnent

Align with page margins

Print. .. ] [PrintPrevieﬂ] ’ Options. ., ]

[ CF, _J[ Cancel J

e Enter Custom Header > OK

Header |

To Format text: select the text, then choose the Format Text button,

Toinsert a page number, date, time, file path, filename, or tab name: position the
insertion paint in the edit box, then choose the appropriate button.

To insert: picture: press the Insert Picture button.  To format your picture, place the
cursor in the edit box and press the Format Picture button,

Left section: Center section: Right section:
Apeal Mame Here

G:\Development\additional_Excel features_for_report_formating_and_analysis.docx Page 24



Running Labels and Producing Read Around Excel Lists
01/04/2011

Enter Custom Footer > Ok

Footer |

To format text: select the text, then choose the Format Text button,

Toinsert a page number, date, time, file path, flename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

Toinsert picture: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Pickure button,

@

Center seckion: Right section:
Appeal Mame Here

Left section:

Insert Gridlines and Rows to repeat at top

e Click on Sheet (Tab): Select Gridlines and activate Rows to repeat at top

| Page || Margins || Header/Footer | Sheet |

Print area: |
Erint Hte
Rows bo repeat at top: $1:41
Colurnns ko repeat at left: R
Print
1 aridines Comments: |(None) V|
Black and white
O el errors as; |displayed b |
[ Draft quality
] rew and column headings
Page order
Diown, then over | E=g=] =@
& ove EE EJE B8
() Qver, then down | =] ===
ERE| [SREE

Prink... ] [Print Previeﬂ] ’ Opkions, .. ]

L [l 4 J[ Cancel ]
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Print to PDF Creator

e Print to PDF Creator: Note: need to have DPF creator installed on you

computer > OK > select where to save the report > Save

Frinter

Mame: I |@Adobe POF vﬂ ’ Properties... ] ISavs in: | =3 Development Training - I &k B~
Status: Ide —— -‘., F‘;.wssklygiftsrepurt
Type: #Adobe PDF Converter nd Frinter. . L;:a

‘Where; My Documents B‘ﬁﬁfﬂiﬂﬁ
e [ Print ta file E
Print range Copies P
@ al Mumber of copies: E ',/

Oragels) fom: | 3 10 [ 2] My Documents

Print: what
ik v ﬂﬂ |j¥| V] Collate
() Selection () Entire warkbook

(%) active sheet(s)
D Ignore prink areas

=
z
Pl
gEr
3

-

&

-
by Network, File name: l."-sE:E::

i o | | Rieces
i Saveastype:  [PDF fles [*PDF) =~ Cencel

e Email the PDF to those in your distribution list.
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