~WEEKLY SLDCADA TIP~
This week’s tip is about printing and saving SLDCADA reports
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Have you had your tip today?

Did you know you can print a hard copy of any SLDCADA report? First, access the SLDCADA report by clicking Reports in the SLDCADA menu, and then select the appropriate report from the drop menu. A search window will display that allows you to select a search criteria.
Once the report displays in the window, you can print a hardcopy of the report by clicking File then Print or by clicking the Printer icon [image: image2.bmp] on the SLDCADA toolbar. 

Did you know you can save any SLDCADA report to a file? You can save the report in a variety of file formats. The formats available are CSV, CSV with headers, Dbase2, Dbase3, DIF, Excel, Excel with headers, Excel5, Excel5 with headers, HTML table, Powersoft Report, SQL, SYLK, SYLK with headers, Text, Text with headers, WKS, WKS with headers, WK1, WK1 with headers, and Windows Metafile. To view a saved report while logged into SLDCADA, the file must have been saved in a Powersoft Report format. The file name will be saved with a .PSR extension (i.e. Report name.PSR). 

To save a report:

1. Click File, and then Save As… 


In the Save As window: 

2. Specify the location where you would like the report saved.

3. Type a file name in the File name: field.

4. Click the down arrow 
[image: image3.png]


 to the right of Save as type: field and scroll to select the appropriate format. 

5. Click the Save button.
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To view a saved *.PSR report in SLDCADA:

1. Click Reports and then Report Viewer.


In the Select Saved Reports window:

2. Specify the location to retrieve the report, and then click the desired report. 

3. Click the Open button. 

To view a SLDCADA report saved in a format other than .PSR, launch the appropriate application, and then open the report.
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