How to Create a New Folder on the Computer Desktop

1. Putyour curser on a blank space on the desktop and right click, a box will come up, click on NEW
: [ : <
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2. Another box will come up, click on folder
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3. Anew folder will show on your desktop, you can rename the folder by clicking the curser in the
box where it says new folder and typing the new name.



MY REPORTS

Now that a new folder has been created follow the steps below to save your reports in the new folder
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LAUSD Central Office
Receiving Ticket

CATSKILL EL Consolidated Order Number:

414

5,013

Site Order Number:
Sp4/2011
Delivery Date: 5/4/2011

Order Date:
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GROCERY/STAPLES/ SUPPLIES

Attention:

VYendor Order Received Received Stock
Stock Number Ouantity To Date Today Number Description Location

3934878372 2 2 1038 SAUCE, TACO IMD 500/9 GR. {Unassigned)

Cage Description: C5,/500 Units per Case: 500,00
3034831080 4 |:| 1102 PC CATSUP TOMATO IND (Unassigned)
Cage Description: CS/SE%D/HGR Units per Cage: 500.00
3933500254 4 4 l:l 1254 FROSTED FLAKES RED (Unassigned)
Case Description: CS/G%LEKAEC%PE‘ Units per Case: 96.00
3931061363 3 3 l:l 1363 TACO SHELL PIECES 120/1.5 {Unassigned)
Case Description: CSIISE E& PKG Units per Case: 120,00

3909107093 1 1637 WATER BOTTLED 24/16.9 0Z (Unassigned)
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Click on the export icon on the top left corner
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Desktop
My Dacuments
Attent]
My Computer
I File name: |receiving ticket may 2to 5 b Open
My Network, ff Save 53 type Ldobe Acrobat [".pdf] v Cancel

vendor

Stock Number Quantity To Date Today Number Description

3934878372 2 2 103g SAUCE, TACO IND S500/9 GR - (Unassigned)
Case Description Units per Case: 500.00

3934831020 4 4 I:l 1102 PC CATSUP TOMATO IND
Case Description: CS/SEBWHGR Units par Case: 500.00

3933500254 4 4 I:l 1254 FROSTED FLAKES RED
Case Description: CS[Q%LHE&B{% Units par Case: 95.00

3021061363 3 3 I:l 1362 TACD SHELL PIECES 120/1.5 (Unassigned)
Case Description: CS,"ISE EA PKG Units per Cage: 120,00

3909107099 1 1 1637 WWATER BOTTLED 24/16.9 02 (Unassigned)

Total Page Ma.: 15

Zoom Fackor: 100%

Click on Desktop, then choose Adobe Acrobat in the save as type. Type in the file name of the
document/report you are saving (in this example it is receiving ticket May 2 to 5), click on open or Save.
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Main Report

LAUSD Central Office
Receiving Ticket

e

CATSKILL EL

Consolidated Order Number: 5,013
Site Order Number: 414

Order Date: 5/4/2011

Delivery Date: 5/4/2011

GROCERY/STAPLES/ SUPPLIES

Attention: Export Report El
1 ) Export completed,
Attention:
vendor Order Received Received Stock
Stock Number Quantity To Date Today MNumber Description Location
3934878372 z z 1038 SAUCE, TACO IND S00/8 GR. (Unassigned)
Case Description: C5/500 Units per Case: 500.00
3934831080 4 4 I:| 1103 PC CATSUP TOMATOIND  (Unassigned)
Case Description: CS/%ﬁDﬂlGR Units per Case: 500.00
3933500254 4 4 |:| 1254 FROSTED FLAKES RED {Uniassigred)
Case Description: CS{Q%LE%E&E{Q 2 Lnits per Case: 96,00
3931061363 3 3 I:I 1353 TACO SHELL PIECES 120/1.5 (Unassigned)
Case Description: Csfl% EA PKIG Lnits per Case: 120,00
3909107099 1 1637 WATER BOTTLED 24/16.9 02 (Unassigned)
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The export completed box will come up, click on OK. Close the report by clicking on the red x on top

right corner.
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Details

Your report has been saved in the folder you created (in this example it is the My reports folder). To
view the report double click on the folder and find the document, then double click on the document to
open.



