Instructions for Exporting Reports:
Preferred Browser for all Reports: Internet Explorer
1) Export to Word

[0 This option will give you a word document with the result. And option will be available on top
right of result grid as shown in below.
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[J  When you click on that Word icon, system will prompt you to save or open a word document as
shown in below (highlighted in yellow colour — it differs from browser to browser).
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Do you want to open or save ConsolidatedGradeReport.doc (22,6 KB from localhost? Open save ||| Cancel _

[1 Save and Open it on your local machine, document will be opened with the report result.
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[ If your result not displayed properly as shown below.
Click on Enable Editing as shown in below.

SchoolSelfEvaluationReport (Protected View) - Word Sindhuja

File Home Insert  Design  Layout  References  Mailings  Review  View @ Tell mewhat you wantto do

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. E”Fb‘E Editing
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[0 If you are unable to see your result properly in document. (Ex: In Core Standard Wise Report,
there are 12 core standards(maximum), at that time, document will not display the result properly
— shown in below).
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CORE STANDARD WISE REPORT

Academic Year : 2016-17
Selected Key Domain : DOMAIN-I Enabling Resources of School:
Availability, Adequacy and Usability
Selected Core Standards : School Premises, Playground and Sports
Equipment / Materials, Computer (where provisioning exists), Ramp,
Mid Day Meal, Kitchen and Utensils, Drinking Water, Hand Wash
Facilities, Toilets.
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In above screen shot, first and last columns are not showing properly. At that time, follow
below steps.
i) Click on Layout (version 2010 and above)/ Page Layout (version 2010 below) option.

2010 and above versions:
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iii Then select Landscape option from list.

efeport (1) [Read-Only] - Word b Sindhuja

Home  Imsert  Design 2 References s Review

|‘ A F T Breaks - Indent Spacing [ Align -

10 Line Numbers~ = Left: 12 Before Opt

Malg‘\‘f\i B s colurrs . - Wrap Selection
. = = - b Hyphenation ~ & Right: DS After  Opr - o
"'qr' T %n g
[ Landscape L
4 .,0,“;3 CORE STANDARD WISE REPORT
T S

Then result will be displayed properly as shown in below.
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CORE STANDARD WISE REPORT
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2) Export to Print

[0 This option will give you a print window with the result. And option will be available on top
right of result grid as shown in below.
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[0 When you click on that Print icon, system will open new print window with the result (it differs
from browser to browser).

Internet Explorer and Mozilla Firefox: Take print from below window.
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Google Chrome: Take print from below window.
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For School Self Evaluation Report, follow below steps.

e (lick on Print option.
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a) Internet Explorer

e C(Click on cancel from opened window
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e Seclect Landscape as shown in below.
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e Then click on print icon as shown in below.
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Report will be printed in 3 pages with all categories.
b) Google Chrome

e Select the below setting from print window.
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® Then it will ask for print as shown in below. Click on Cancel.
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e Then right click on print window and select print as shown in below.
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4  More settings

Print using system dialog... (Ctrl+Shift+P)

o Then take print by clicking on print button.
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3) Export to Excel

[0 This option will give you an excel document with the result. And option will be available on top
right of result grid as shown in below.
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Clear Get Report

Note: Graph will be shown when user select Resut] Type as Overall from Search
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[0 When you click on that Excel icon, system will prompt you to save or open an excel document
(after loading) as shown in below (highlighted in yellow colour — it differs from browser to
browser).
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Do you want to open or save SchoolGradeReport_201705171100.xds (4.14 KB) from localhost? Open Save |¥ Cancel h

[0 Save and Open it on your local machine, document will be opened with the report result.

4) Export to PDF

[ This option will give you a PDF document with the result. And option will be available on top
right of result grid as shown in below.
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[0 When you click on that PDF icon, system will prompt you to save or open a PDF document
(after loading) as shown in below (highlighted in yellow colour — it differs from browser to
browser).
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Do you want to open or save ConsolidatedGradeReport.pdf (79.4 KB) from localhost? Open Save |7¥ Cancel

[0 Save and Open it on your local machine, document will be opened with the report result.

[1 Ifyou didn’t get entire result in PDF(Chrome), then try to open it in Internet Explorer. It will
give entire result in PDF.



