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Printing Forms and Reports  
Your system is full of valuable information. Often, you’ll gather and distribute some of that information to view 
on a screen, print out and hand to someone, or even send in an email. There are many options and we’re going 
to focus on those basics.  

You also have options for how and when a report is printed - manually as you need it, or automatically, at a time 
you specify. 

Objectives 
• In this course you’ll learn how to set parameters for your printing.  

• Also, how to set options, defaults and use dynamic dates.  

• And see common ways of generating forms and report output. 

Parameters  

This is the Slow-Moving Stock Report. The printing features here are consistent throughout the system. 

Most report windows contain Options cards, like this one, used to determine what data is returned on the 
report, such as the cutoff date, or a range of dates or records. 

Or you might see a series of checkboxes on an Options card, like these, that indicate whether to include or 
exclude according to a parameter.  

Many reports also include Filter cards used to select the records you want to include. The Slow-Moving Stock 
Report, for example, can be filtered by selecting specific parts, part classes, or warehouses. 

To use the Filter card, select the search icon next to the filter. 

Select how you want the result to display and what will be included. Then tap the Search button. 

Select a record or records you want to include and tap OK. 

Back on the Filter card, a summary of your choices displays. 

Defaults and Options  

When you launch a report, the default choices display on the Options and Filters cards. 

If these are the options you want, immediately generate the report using the default choices. 

You can save different report setting as well. Let’s say you always want to Include Managed Inventory. Check 
that box. Now, so you won’t have to remember to check that box every time, tap overflow and select Save 
Defaults. 

These settings save with your user account, so that you see these same options each time you open this report. 

Other users at your company can do the same thing with different options, so that everyone gets the report the 
way they want it. 

You can also set up most date parameters to run using Dynamic values. 
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Now, instead of a date in the Stock Status as of field, the values are date variables – like “Today” or “Monday” or 
“End of the Month.” When the report generates, the calendar date that matches the dynamic value is used for 
the report parameter. 

If you print a report on a regular basis, you can assign it a recurring schedule. 

In the Advanced card, select a Schedule for the report and select the Recurring check box. 

Now, on whatever dynamic value you select in the Options Card, the system clock will activate the printing of 
this report automatically. 

Let’s save these changes too. Tap the Page Overflow. 

Select Save Defaults. 

These options will save on the Options, Filter, and Advanced cards. 

When you open this report program again, the saved defaults display on the window. 

And if you ever want to revert to the report’s original defaults, tap Page Overflow and Get Defaults. 

Output 
If you want your report now, you print manually. 

Set your options…, filters…, and make sure the Advanced Card > Schedule is set to Now.  

If you want a hard copy of the report, tap Print. 

If you want to view it on the screen, choose Print Preview. 

You might print preview in both cases, to review your report before you use your printer ink. 

And another handy option is to Send by Email. 

Fill out this form and tap Send. 

The recipient will get an email with the report as an attachment. 

Recap 
There you have it! Now you know about printing reports and forms. To recap… 

• We set parameters, such as dates, and filters to narrow report results. 

• Next, we looked at dynamic date, recurring options and how to set report defaults. 

• And then we were ready to see the report on the screen and saw how to print it or send it by email. 
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