
Saving Canned Report in HMIS to PDF 

You will build the report and once the data is there, I right click and go to print. If it is actually trying to 

print to your local printer, change printer, and select SAVE AS PDF. 

Step 1 – Build report 

 

 

Step 2 – After the report is built – Right click inside the report, go to Print 



 

 

Step 3 – If it comes up with an actual printer it wants to print to, you’ll want to change the printer by 

clicking ‘change’ 

 

 

 

 

 



 

Step 4 – Change the printer to SAVE AS PDF option, then Print. 

 

 

*If you are having trouble, or do not see where you have the option to print to PDF, try using the google 

chrome browser, if that does not work, reach out to your IT contact, you may need the ability to print to 

PDF to be added to your computer* 

 


