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When you click the Report tab and choose to export the report in PDF format, the report
does not fit or print on the page properly. The Amount Due column may print on page 2
of the report and the Audit Trail section may be partially on page 1 and then continue on
page 3, depending on how many rows are in the Audit Trail. Fiscal Coding reports may
print a blank page on page 2 and the Description column on the last page.

Instead of PDF, select Word as the format.
You can also select Excel, and Excel, click File, and then select Print. At the bottom of

the Print menu, change the No Scaling option to Fit Sheet on One Page. Print or save
the file.

Print Active Sheets Traved Expense 51
Pages: .| o v
Save & Send Travel ExpenseDe
Print One Sided -
| t Fi b EaeE
Help : I i R e i Y i 1E
v Collgted ::I
:] Options ., . - ot - ! o
123 123 1. i
a Exif i f':
| Landscape Onentation - .:
G
o
| Letter ¥
| - = )
] ] 2
Mormal H.\rgl-".s
Right T Ausdit Trail
& ’ Fit Sheet on One F;gf T
" - r BptuiE i A
» wrirk the | tout thiat ot fils on one page R R
S e
rage setup SR B sl
Soew b s
Travel User Manual Report in PDF Does Not Fit on Page

Rev. Date: 03/26/2014 Page 1



	TRAVEL Express User Manual 1
	Report in PDF or Excel DOES not fit on page 1

	TRAVEL EXPRESS USER MANUAL 
	REPORT IN PDF OR EXCEL DOES NOT FIT ON PAGE


