Setting the Print Pathway on the Macintosh Computer

In the Report and Notices Group, click on the Report Session Wizard.
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2. You will see the first two options that we need to fill in. (**Even if you have them filled in, if you are receiving
the error message “The specified path was not found” when you go to view a report, you need to set the Print
Pathway.*¥*)

Ll Finished Reports @ B x|

@ The spectied path was not found.

3. The first field is: “Application to view reports” which needs set to Microsoft Office Word.
The second field is: “Application to print reports” which needs set to Microsoft Office Excel.
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4. The icon on the side of the fields is called a “gadget”. We will refer to this icon frequently in
WorkFlows.

5. You will click on the gadget to the right side of “Application to view reports”.
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6. You will then see the following screen:
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7. You will click on the up/down arrow and change that to “Applications”.
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8. Inthe Applications folder, you will scroll down until you find Microsoft Office (and the latest version you have).
Then double click on the MS Office folder so it opens.
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Inside the MS Office folder you want to find Microsoft Word and double click to select it (even though it is
greyed out).

**Important** If you do not see the .app after Microsoft Word, then you need to add it by typing .app in. No
spaces, just the extension of .app. (as shown below in the screen shot)

The second option is to set your MAC to display filename extensions. Do this by starting Finder. Go to the
Finder menu, select Properties, Advanced and then check the option “Show All Filename Extensions.” Once this
is set, you can set the view/print applications as normal since the file extension (.app) will appear automatically.
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10. Now repeat those same steps and for the second box “Application to print reports” you want to select Microsoft
Office Excel.
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11. Now both of those fields should be filled in and you should be able to view your reports on the Finished Reports
screen.
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