HOW TO SAVE SPOOLED FILES AS PDF FILES FOR E-MAIL ATTACHMENTS, ETC.

Not all reports in Munis allow an automatic display and save of a report to a pdf file. If this
button on the toolbar is not available, you are not able to save the report being viewed to a
pdf file.

My FEile Edit Tools Help
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The instructions below demonstrate a very simple way to accomplish that. If you are saving
your files to spool, then it’s possible to create a “.pdf” file from the spooled file.

Your spooled files are found in:
Dept
R. Spool F/M

@ Spool File Maintenance - MUNIS [MENDOCINO COUNTY PRODUCTION vé6. Zc]
My File Edit Tools Help
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System administration

Mazz Delete Files - LIST MODE - [g Reset Spool File
Display Files Choose one of the menu options or uze the toolbar to act on the highlightzd file.

- - MOTE: Y'ou can alza highlight a file and double-click or press <ENTER> to preview.
Dizplay POF Files

l Uszer ID Spool Mame Report Title Time Pages
30 17 *AYMEMNTS PROOF 07 7

[ ofputlist | | simonsal ACNO70907 PAYMENTS PROOF 07/09/2007 1220

3
simorisol BATCH100 P&YMENTS PROOF 0741042007 07:50 3
simorisol BATCH115 P&YMENTS PROOF 0741042007 14:28 3
simorisol BATCH13 P&YMENTS PROOF 07411,/2007 14:29 3
simorisol BATCH?S P&YMENTS PROOF 07/06,/2007 1236 3
simonzol JE3E0 General Journal Entry/Praaf 070642007 14:55 4
simorisol KIMO7OB07 P&YMENTS PROOF 07/06,/2007 11:14 3
simorisol UUg70e07 P&YMENTS PROOF 07/06,/2007 08:44 3
simorisol arcshret. 001 P&YMENTS PROOF 07052007 1014 3
simorisol arcshret. 002 P&YMENTS PROOF 07052007 10:30 3
zimonzol arrecing. 001 RECEIPT INGQUIRY 07/05/2007 0817 2
zimonzol arrecing. 002 Feceipt Ing Export 071142007 12:24 1]
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Click the “Display PDF Files” button. You will then see the screen below.



O] Spool File Maintenance - MUNIS [MENDOCINO COUNTY PRODUCTION vé. 2c]
My File Edit Tools Help
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Swstem administration
Select all - DISPLAY PDF MODE - Q Feset Spool File

Flease zelect one or more spooled files to dizplay to a PDF.
You may uze 'Select All' to zelect all of the spooled files.

# UserlD Spoal Mame Report Title Date Time Pages
[ simansol ACO70207 PAYMEMTS PROOF 070242007 1553 3
[ simansol ACMO70907 PAYMEMTS PROOF 07/09/2007 1220 3
[ simansol BATCH100 PAYMEMTS PROOF 07/10/2007 07.50 3
[ simansol BATCH115 PAYMEMTS PROOF 07/10/2007 14.28 3
simonzal BATCH13: PAYMEMTS PROOF 071122007 1429 3
[ simansol BATCH?S PAYMEMTS PROOF 07/08/2007 1236 3
[ simonsol JE3ED General Journal Entry/Pracf 070842007 1455 4
[ simansol KIMO70807 PAYMEMTS PROOF 07/08/2007 11:14 3
[ simansol Uuo70e07 PAYMEMTS PROOF 07/08/2007 0844 3
[ simansol arcshret. 001 PAYMEMTS PROOF 07/05/2007 1014 3
[ simansol arcshret. 002 PAYMEMTS PROOF 07/05/2007 10:30 3
[ simonsol arrecing. 001 RECEIPT INQUIRY 07./05/2007 0817 2
[ simonsol arecing. 002 Receipt Ing Export 071142007 1224 0

Check to select this spoal File,
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Select the file you wish to convert and click the Accept button.

You will briefly see the following small window. There’s no need to edit anything in this
window.

Foamstting, please wai fon

PAYMENTS PROOF

This winciow watf oles avleviatically mben sy

Adobe will open and your report will be displayed as below.



mu19347001. pdf - Adobe Re:

File Edit WYiew Document Tools Window Help
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0741172007
14:25:35

CLERK: simonscl BATCH:131
BATCH ENTRY DATE: 07/11/2007

RECEIFT YEAR BILL TYPE CATEGORY
LINE CHARGE DEECRIFTION

428 2008
FROPERTY LOC:
1LF LAFCC FEE 125.15

Q1 926330 125.1%5
1 CHECK 1 125.15

MISC CAEH RECEIFTS

429 2008
FROPERTY LOC:
1 AC-CTY CITY
Z110 TE0Z4T
z11o TE0248
fain] 921103
1 CHECK

M5- MISC CAEH RECEIFTS

RECEIPTS
PAYMENTS

PRINCIFAL PAID
PRINCIFAL ADJUETED
INTEREET PAID
INTEREET HELD
DISCOUNT AMCUNT

&
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Click File, “Save A Copy”

FAYMENTE FROOF

FROPERTY CCDE
INT HELD
MCRRFC&WCID

ACCOUNT: 1100 010000

DESC: LAFCO FEE 07-0B

CHECK/REF#: 3205

ADD'L REF#:
CITY OF FORT BRAGG
COOUNT: 1100 010000

A £
DESC: MAY 07 PARKING VICLATIONE
DESC: CITY
DESC:

+ CITY
CHECK/REF#: 052155

Bl 0.

ALD'L REF#:

REFERENCE
AMT




mu19320001. pdf - Adobe Reader

Edit Wiew Document Tools ‘Window Help *

Create Adobe PDE Cnline, ..
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(&) Start Meeting...

ERGE 1
; PAYMENTS FROOF arcanret
Save a Copy... Shift+CEr+5
BATCH: 131
Save as Text... o
CATEGORY CUST § NAME FROPERTY CODE REFERENCE TOTAL BAYMENT
B0 FRIN FAID ERIN ADT INT EAID INT HELD LIEC AMT
* Send ko FedEx Kinka's... LT I T
MISC CAEH RECEIPTS MCOERFCEWCID 125.15
Attach to Email.. E 125.15 CASH ACCOUNT: 1100 010000
125.15  DESC: LAFCO FEE 07-0B
Close: Chrl+ 1 125.15 CHECK/REFg: 3205 ADD'L REF#:
- MISC CAEH RECEIPTS CITY OF FORT BRAGG 80.00
Properties. .. Chrl+D
- £0.00 ACCOUNT: 1100 010000
24,00  DESC: MAY 07 PARKING VICLATIONS
i m 24.00  DESC: CITY
Digital Editions i35 DEec! STty B
1 £0.00 CHECK/REF#: 052155 ADD'L REF#:
Print Setup... Shift+CErl+P
= Print. .. Chrl+P 205.15
.00
1 C\Program Files\Faurdsh. .. \mul9320001 pdf -2
.00
Z C:\Pragram Files\Foursh. . \mul19321001 . pdf .00

3 C:YProgram FilesiFoursh, . \mul9338001 ,pdF
4 C:YProgram FilesiFours, . \mul9347001 ,pdf
5 C:YProgram FilesiFoursh, . \mul9319001 ,pdf

Exit CrhQ
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's start

The following window will appear.

Adobe Reader

' This document does naok allow wou ko save any changes you have made bo ik

Y unless vou are using Adobe Acrobat 8.0 Standard or Adobe Acrobat 8.0
Praofessional, ou will only be saving a copy of the original docurment, Do ywou
want to continue?

[ ]Do not showe this message again

Ok, ] [ Cancel

Click Ok. You may also check the “Don’t show this message again” box if you wish first.



Choose the folder you wish to save your file in and enter the name you wish to save the file
as and Save.
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Done. The file may now be attached to an e-mail or other document.



