Printing a Patron List
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Use the Report Tool  
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[image: image4.bmp][image: image5.bmp]1) From the File Menu, choose Open.  When the list opens, scroll across to the right and select the “Patron List” report.  Double click it or just click once, then click Open.

2) You will be asked to select which database you need to run the report; either double click on your library name (or just Library) or click on it once, then click OK.
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3) This will open the Patron List Report.  To print the report, go to file and click Print OR use the print icon on the toolbar.  

If you wish to view the report first, click File, then Print Preview OR  use the Preview Icon on the toolbar. 
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When Report Tool opens any report, it defaults to not viewing the field names.  If you wish to see those instead of those cryptic XXXs, Click the View menu and choose “Field Names.”  You only need to do this once, and it will remain that way forever after unless you change it back. 

IMPORTANT!





In ANY report, be sure that the “Data snapshot” icon is NOT selected.  If it is, some of your data may not print.








