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Creating and Storing PDF Files

There are times when it is better to create a PDF (portable document file] from an
existing file before saving it or emailing it to the document store.

This is particularly useful for complex spreadsheets, for example spreadsheets that
have multiple pages or include formulae, where the Gold Viewer is unable to display
them properly when viewed from a classic Gold Terminal.

Set Up

The PDF Creator software must be installed on the pcin order to create a PDF
document.

PDF Creator is a free tool to create PDFs easily from nearly any application. Ibcos has
added this program to the document store directory so that users can easily install it on
their pc.

e From an Internet Explorer screen enter the following:
http://docstore/ibcos/windows
(Where docstore is the name of the document store).

e Click on the PDF Creator setup.exe file.

= —
{= Index of fibcoshwindows - Microsoft Internet Explorer provided by Ibcos Computers Ltd ['._|['E|rz|
@.\-:_/ - |_Q http:ff docstore ,I'ibCDS,I'W'y{dDWS,I’ V| (| % | | 2~
File Edit Yiew Favorites Tools MHelp %Convert - @Select
7:3 ﬁ'ﬁ [Q Index of ,l’ibcos,l’windo% l_l & = D géa < l-_r_\‘"Eage - "‘; Tools - »

Name Last modified S5ize Description
a Parent Diregtory -
I
DisplayLi 4.3.9881.exe 29-Apr-2008 15:14 7.&M
L
EDFCreator-0 9 5 setup.exe 29-Jan-2009 14:43 15M
L
RDPClient Vé.exe 29-Lpr-2008 1.5M
L
@ U2VGER 6.1.0.0301.0101H.exe 05-Jan-2007 18:10 1.5M
28-Jan-2009 15:1 10M
wdviewer. 30-Rpr-2008 16:24 12M
L
xlviewWwer.exe 30-Apr-2008 16:24 9.9
Apache’2.2.3 (Linuw/SUSE) Sarver at dev2ds Port 80
Done & Local intranet 100 -
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e Click on “Run” to install the software.

If an Internet Explorer Security Warning message is displayed due to the
publisher being unknown, click “Run” again to continue.

e Select “English” as the language.

e Set up - PDF Creator
Click “Next” to continue.

5 Setup - PDFCreator

Wizard

Thiz will install PDFCreator 0.9.5 on pour computer.

cantinuing.

Click Mexst to continue, or Cancel to exit Setup.

0 pdfforge.org

Welcome to the PDFCreator Setup

It iz recommendad that you cloze all other applications before

[ MNewt>

| [ Cancel

e License Agreement
Read the licence agreement then select: “l acc
“Next”.

1 Setup - PDFCreator

License Agreement
Pleasze read the following important infarmation before coptinuing.

Pleaze read the following License Agreement. 6w must accept the terms of this
agreement before continuing with the installation.

pt the agreement” and click

@
[POF FORGE]

About PDFCreator

etit Format (PDF) files on Windows PC.

()| accept the agreement

(@il do not accept the agreement

Cancel

[H[B3

£
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e Type of Installation
Select “Standard Installation” and click “Next to continue.

e Printer Name
Choose a printer name. It is recommended that the default name of
“PDFCreator” be accepted. Click on “Next.

e Select Destination Location
It is recommended that the default of C:\Program Files\PDFCreator be accepted.
Click on “Next".

5 Setup - PDFCreator
Select Destination Location
where should POFCreator be installed? A
[POFFORGE

J Setup will install PDFCreatar inta the following folder.

To continue, click Mest. If pou would like to zelect a different folder, click Browse.

C:%Program FilesPDF Creator| | [ Browse...

Al least 19.5 ME of free disk space iz required.

< Back ” Mest » l[ Cancel

e PDFCreator Toolbar
Click “Next” to continue.

e Select Components
It is recommended that the option for “PDFCreator Toolbar for Internet Explorer
and Firefox” is unselected before continuing. Un-tick this option then click
“Next”.

e Select Start Menu Folder
Accept the default start menu folder or tick the option for “Don’t create a Start
Menu folder”. Click on “Next".
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5 Setup - PDFCreator.

Select Start Menu Folder
Where should Setup place the program's shortcuts?

To continue, click Mext. If pou would like to select a different folder, click Browse.

—_——
A’
POFF IRGE

Setup will create the program's shortcuts in the following Start Menu Folder.

|F'DFEreat0r | [ Browse. ..

CIDon't create a Start Menu folder

[ < Back ” Mest » l[ Cancel

Select Additional Tasks
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The option to “Create a desktop icon” can be un-ticked if this is not required.

Click on “Next.

15 Setup - PDFCreator.

Select Additional Tasks
‘which additional tazks should b

Select the additional tasks you would like Setup to perform while inztalling PDFCreator,
then click Hext.

Additional icons:

() Far all users

(3 For the cument user only
[ Create a Quick Launch icon
Other tasks:

[ Associate POFCreator with the ps file extenzion

Create an entry in the Windows Explorer context menu

ferformed? i
POF FORGE

< Back “ Mext » l[ Cancel

Ready to Install

Review the settings then click “Install” to continue.

When the installation is complete, click “Finish”.
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Storing a Spreadsheet as a PDF and Emailing to the Document Store
e Open the spreadsheet (or other document] in the normal way.
e Select "Print”.

e Change the Printer to “PDFCreator” using the drop down list.

Prinker

Mame: PTG - | Properties.
Skatus: Idle

Type: PDFCreatar

Where: PDFCreator:

Comment:  eDoc Prinker I Print to file

Print range Copies

i ry
* Al Mumber of copies: 1 =

" page(s) From: 3: To! 3:

Print what ﬂil ﬂg  Calate
(" Selection " Entire workbook -

(% Active sheet(s)

Preview Close |

Note: if the spreadsheet has multiple pages, select “Entire Workbook".
Click “"OK" to continue.

e Inthe PDFCreator window enter details such as a “Subject” if required.

@ PDFCreator 0.9.5 X

Document T itle:
[Prafit |

Creation [iate:
[20090611120645 | [ New ]

Modify D ate:
200506111 20851 | [ how ]

Author:
|roslin |

Subject:
[CUST 1200 |

Kepwords:

[ &fter saving open the document with the default program.

[ Optiong u ehdail l l Save l

e Click on "em/

l LCancel l lwait-ﬁollect
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e Select a directory. This could be a temporary directory and is used to create
the file ready for emailing.

e The file will be created and attached to a blank email (using the default email
program) ready for sending.

™ CUST 1200 - Message (HTML) =3

File Edit W¥iew Insert Format Tools Actions Help

Mormal - Arial -m - A
—_—

B H
=Herd | [ &S B B0 Ee '3 v Ogtions... @,

Subject:  |CUST 1200

Prafit. pdf

e Enter the email address for the Gold Document store and click “Send”, for
example with a subject line of CUST 1200 to store against customer account
1200.
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