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Print As – Use to print as an Adobe (PDF) file or Excel (xls) file. 

Host Print – Use to print to a mainframe printer. 

Destination:  Type ‘SACADMIN’ on the first box and the 
MainframePrinterName on the second box (ex:  lexs101). 

Form: Type STD for portrait view; type WIDE for landscape 
view

Click the ‘Print’ button

Prepare to Print – Use to preview the report prior to printing to a local or network printer.

Click the ‘Print’ button which will take you to a 
preview screen.  Then click the ‘File’ menu and 
select ‘Print.’
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Emailing a Report

 From the Report List, click the ‘Email’ icon.  The following screen displays: 

Select ‘Attachment’ for the Send Options 

Select a Page Range to print  

                                                                               Click ‘Send’ which will open an Email Message window.
 eht nI          TO:  button, type the email address of the person that 

needs to receive the report (ie., ysmith117@mail.accd.edu) 

Help - Click the Help icon.  You can also call the Help Desk @ 220-1616 for issues not found
within the Help icon. 

Logging Out
Click the “Logout” button 


