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Downloading and Printing Reports from Vista Plus 

Access and open the report as normal through Vista Plus. 

 

 

Select the Search icon  and generate a sub-report as usual, if applicable. 
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The sub-report will open in a separate window. 

 

Select the Download Report icon  from the menu at the top.  Do this whether a sub-report or the 
full report is to be downloaded.  The following will appear: 
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Under Options, check the following: 

• Include Page Breaks 

• Include Blank Lines 

The Download tab should now appear as follows: 

 

Select OK.  Another pop-up window will appear with the report.   
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From the menu at the top, select File then Save As.  The following displays: 

 

Change the location of where the file should be saved, if needed, under Save in at the top of the screen. 
Change the name of what the file should be saved as under File name, if needed. 
Change the Save as type to Text.  This is required. 

The screen should now look similar to the one below: 
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Select the Save button. 

Go to where the file was saved and right click on it.  Select Open With and then select WordPad.   
The file will open in WordPad.  This will ensure the font, page-breaks, etc., stay intact. 

 

From the menu at the top, select Edit, then Select All.  This will select the whole report.  From the menu 
at the top, select Format, then select Font, and change the font size from 10 to 8.  Select OK. 

 

You should now be able to print the report appropriately by selecting File, then Print.  

NOTE:  Before printing, go under Page Setup to be sure that Printing Preferences are setup for 
Landscape and/or Legal paper size if applicable.    A user may have to print the report to legal paper 
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where in the past letter size was sufficient.  Additionally, under Page Setup, set margins to the smallest 
size available.   

 

Enter a 0 (zero) for Left, Right, Top, and Bottom.  The size will adjust to the smallest margin available for 
the Paper Size and Orientation selected.  Select OK.  Use Print Preview to verify how the report appears 
before printing.  This is where one can determine if legal paper size may be needed instead of letter 
paper size.  If everything appears appropriately in Print Preview, print the file.  If not, make additional 
print changes.  Save changes before exiting the file.   


