                                 How to Open your Report.Web file Using WordPad

This document addresses how to open your Report.Web ‘.rft.’ extension file using WordPad and also how to check and change (if necessary) a default WordPad setting that will affect the way the Report.Web ‘.rtf’ file is viewed and printed. 

Please note: If the Report is to be printed, then the version of WordPad needs to be high enough to honor page breaks. The last part of this document will cover printing your document.

1. The following pages show how to open your Report.Web ‘.rtf’ extension file using WordPad.

Right click on your document that you made with Report.Web and you will get the following:
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Click on the ‘Open With’ option and you will get the following screen:
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Choose WordPad by sliding the mouse over to WordPad and left click on it.  Your document will now be open with WordPad.

If WordPad is NOT one of your options click on Choose Program and the following screen with appear:
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Scroll down to WordPad, left click twice and your document will be opened using WordPad.

2. The following pages show how to check a default WordPad setting which will affect how WordPad displays and prints your Report.Web ‘.rtf’ extension file.

A. Open up WordPad

B. Click on the ‘View’ tab

You will see the following:
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       C. Click on the ‘Options’ Option under the ‘View’ Tab.

D. Click the ‘Text’ Tab.  If any option other than ‘No wrap’ is shown, click on ‘No wrap’. The ‘No wrap’ option will allow WordPad to display your Report.Web ‘.rtf’ extension file in 132 character width display. 

E. If you want to print a page or pages of your document, please be sure to select ‘landscape’ as the printer page orientation.
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F. To print your document in WordPad you will need to change the FONT size to 9. To do this, Click on the ‘EDIT’ Tab as shown below:
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G. Select option ‘Select All’. Your document will be highlighted as shown below:
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H. Now change the FONT to 9, either by using the drop down menu or by Selecting Option ‘FONT’ under the ‘FORMAT’ tab. 
I. Be sure to change the orientation of your document to ‘Landscape’. To change the orientation of your document, click on the ‘FILE’ tab, see below:
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J. Now select ‘Page Setup’ and change the page Orientation to ‘Landscape’ as shown below:
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You can now print any or all pages of your document.

