
  Tut or i a l  c rea t ed on  21 / 10 / 2 013  

Saving list information as a PDF 

 

This tutorial will show you how to use a template to save certain information of a list as a 

PDF file. 

 

Applications > Lists of students/applicants > Click the list you want to save the information from. 

 

A user is a person managing the EConsort application. 

An applicant is an applying student. 

A student is an applicant who has been admitted. 

 
Printscreens in this tutorial are centered and indicated by a box . 

 

Watch the corresponding video tutorial online by clicking the ‘Play’ icon. 

 

▼ In the menu List actions, go to Apply a printable report from a document: 

 

▼ The choice list collects all documents from your database: 

 

▼ Select the document to define the information displayed in your file: 

 

▲ Check the box to save as a PDF file and click GO. 

  

http://www.youtube.com/watch?v=LTxJ-vFYjRQ&feature=youtu.be
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▼ A new tab page, containing the PDF, is displayed: 

 

 

 

 

Add the Print Page break field to your document to make sure every student’s 

information is displayed on a separate page. 

(Not doing this will put all of the student documents right after each other.) 

 

 
 

 


