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PURPOSE:  Use these instructions to save a report to a hard drive, either a local or network drive.
PROCEDURE:

1. Run your report and view it in a PDF format. Then, click the [image: image11.png]


 icon (the diskette)
[image: image8][image: image2.png]State of Connecticut

meport T0:  CTERRSOs rosition Approval History page No. 1
Run 1In: 45053205
Department:  DAS23000

Position Nb:

00003383

Position Descr originator Action Effat Effseq Deptid Jobcode Status Refill End Date Unlon Full/Reg Sal Plan Grade Step
combo ca Dpiste

current Proposed Position Change:

00003383 Supportsrvessup Aveles PRC 12/26/201a 8  DAS23000 3589TC P F o5 Eo® ™ 022 1
DAS2355911000100100000001 50.000
DAS2356011000100100000001 50.000

Position Data Prior to Update:
00003383 supvorTranspopns FYL  06/13/2014 0  DAS23000 8S017C A " o5 Eo® ™ 022 1
DAS2356011000100100000001 100.000

Position in the Worklist o

PROTAMIANOS





2. Select the drive to which you wish to save your report and rename the report so that you can identify it later. Make sure you remember to which drive you have saved the file and what you have renamed it. 
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3. You may want to create a new folder on your local drive just for reports that you have saved for your own use.  Use a name that is specific to your purpose for easy identification (ex: Budget Status Reports, Trial Balance Reports, CFSR’s, Timesheet, etc.).

[image: image4.png]& svehs

=

@ O)~[I 7 T + Docamens + It oo »

< T2 [Search Cros Hodte B

Organize v New folder

@

¢ Favorites Documents library
I Deskiop Cross Module
{18 Downloads Name

] Recent Places

U o

s HP_RECOVERY ([
s HP_TOOLS ()

59 best groups (\ex
59 best groups2 (e

9 hect areumed M T

Date modified

8/5/20155:20 PM

Type

File folder

Arrangeby: Folder ¥

Size

File name: _ cthr908 7127171

Save s type: Adobe PDF Files (pdf)

. Hide Folders





4. Open your new folder and rename the report.  Use a date as well if your report is for a snapshot in time. 
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5. Click [image: image6.png]



[image: image7.png]State of Connacticut

Report 0.
Run 10:
Department :
Position NDI:

page No. 1

|| Organize v Newfolder f= v @ |p rull/meg sal plan crade step
|| ¢ Favorites ~ Documents library A B
current {—— o 7
00033d| U Downlosds -~ e = = . = 022 1
Das23s: %] Recent Places
DAS23SS No items match your search.
2osition pat Librres
) Documents
a00033q| 2 weie Lr o oz s
oaszas
(&= Pictures
sosicion in | [ Videos
" % Computer
& Windows (C)
(s HP_RECOVERY (U
(s HP_TOOLS (E)
5 best groups (Vex
52 best groups2 (\\e
8 hact nraunc? e T
il nome: ETEVIUNIT] -
Soves type: [ Adobe POF Fies () 5
[Rpra— o Corcion)]





Your report is now accessible by you in your local drive. You can also share it with others by copying it to a shared network drive or by attaching it to an e-mail.
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