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Exporting and Printing the CRP Check Certification Form

1. Select the Export ( ¥ ) icon to export the CRP Check Certification Form to Crystal
Reports (RPT), Acrobat Format (PDF), MS Word, MS Excel 97-2000, MS Excel 97-2000
(Data Only) or Rich Text Format.
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The Export the Report dialog box will display to allow you to select the desired format and
pages you wish to export.
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a. Select the Formats: dropdown list to highlight desired format. Select the radio
button next to “All” pages or designate the “Pages” you want to export. Select OK
button.

2. For all export formats except Acrobat Format (PDF), MS Word, and Rich Text Format, you
are prompted to indicate if the file should be opened, fined or saved.
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3. Close the window that opened by choosing File and then Exit, or by selecting the ‘X’ in

the upper right corner.

(% WigcMemw. crpe. saane, pa. wsiS hewhnpor asps - Windows Inisrsen [eplirer

[ i=]l3

Gk S lhen E’.é
Chok the X

W FE

Pk, Thisp

Thms Ferimymay & e greny

Eyuaby Lim Sy P

CTMTRAC TOE NERDARSELN Y (EATFIATION

B T Tt e
SHE TR L SR SRR A RENIE S T S @ (O B
Bt g Ut S0 Crwsgsin Sagmemsay Froge

(This example is from exporting to Acrobat Format (PDF).)

--OR--

4. Select the Print (=) icon to print the CRP Check Certification Form in hard copy.
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The Print the Report dialog box will display to allow you to select the pages to be printed.
Note: The CRP Check Certification Form will most likely only be one page so the page

option may not be available.
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5. Choose which pages to print and then select OK.

6. Select the Print (¥*) icon in the display window.
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7. Choose the appropriate printer and select OK.

Printer
Name: |vioactcFppODSLOAFRAD_RICOHSO0O | Properties
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Type: RICOH Aficio MP 5000 PCL 6 |D0cument and Markups ﬂ
Print Range Preview: Composite
e al 2 85 3
" Current view ==
o rﬂ pennsylvania
- | cap cutcx cn TRz A TOM POAM
Subset: | J
™

Page Handling
Copies: 1 3: - 1

Page Scaling: |Shrink to Printable Area j

¥ Auto-Rotake and Center

I” Choose paper source by PDF page size

|— e
™ Print to file Units: Inches Zoom | 96%
i1
Printing Tips Advanced O | Cancel |
CRP Check Chapter 9/14/2012 Page 3

Export/Print CRP Check Certification Form



¥ pennsylvania
E:P;‘._R‘IMENTDYF GENERAL SERVICES

Department of General Services, Bureau of Procurement
Contractor Responsibility Program System Project

8. Close the window that opened by choosing File and then EXxit, or by

selecting the ‘X’ in the upper right corner.
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9. Select Back to CRP Check to return to the CRPS.
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