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Saving Ghostview SF50s in Word

Purpose
This document shows how to capture an SF50 produced in modern DCPDS and displayed using Ghostview, and paste that document into a Word document.  This same process can also be used for any other reports displayed in Ghostview.

Advantages:  

· Once an SF50 is in Word, you can save the document and email it to others.    

· The recipient does not need postscript capability to view or print the SF50.

· This process produces a reasonably small file (40-50 KB, vs. 1-2 MB for direct pasting from Ghostview into an email).

Steps
Follow these steps to display and capture the SF50:

Step
Action

1
Request (submit) your report request as normal.

2
In modern DCPDS, select Help ( View My Requests from the top-line menu.

3
Once the report has processed (you may have to refresh your screen using [F8] until the status indicates “Completed”), click the <Report> button at the bottom of the View My Requests window.

4
The Ghostview application will open, displaying the SF50.

5
From the Ghostview menu, select Edit ( Copy (Ctrl-C on the keyboard). This stores the SF50 in your computer’s “clipboard”.
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6
Open Microsoft Word and create a new (blank) document.  

7
If desired, adjust the margins of the new document to .3” all around using the File( Page Setup menu in Word (this is not required but does create a somewhat larger version of the SF50). 

· Alternately, you can create and save a blank document with these margin settings, then open this document.

8
Select Edit ( Paste from the Word menu (Ctrl-V on the keyboard).  This inserts the copied SF50 (sample on next page).

9
Select File ( Save As from the Word menu, and save the document.  You can now attach the Word document to an email message.
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