Final Report Screen

The Final Report screen allows you to transform all the components of the Library Model
into a Library Building Program. This Final Report can be organized using the Libris
Design Program’s default outline, or you can add, delete, or rearrange any of the sections
of the Final Report before it is printed.

To get to the FinTI Report screen, click the “Reports” button on the lower right side of the
“Library Model”Iscreen: ‘

B3 Library Model M= B3
»| Model Name: IRichard“s Totally Cool Main Library|
Description:

FURNITURE & EQUIPMENT: COST  SQFT
Physical: $1,846,045 28,864
Collection Shelving: $330,560 13,764
| 25.00%  Non-Assignable: 14,209
Totals: $2,176,605 56,837

Divisions Cost Sq Ft -
) |Administration $103,710 1,442
Audio-Visual Library $58,030 918

Bookmobile Services $26,520 479
Browsing $8,000 180

Children's Library
Circulation Services

$222.110 3,860
$152,245 1,933

4|4|4I¢I(l4 4

Fiction Collection $26,600 660
General Building Services |  $38515 1,334 Ll
. | Created:
Exit to - Manage
L 05/24/2000 4:08:43 pml Budget | Reports | Collections Models

Record: I<| 4 || S|Lr |>I |>*| of S(Filtered)T

Click on the Tab labeled “Final Report”:

User Reports

SqFt Summaries | Cost Summaries I Divisions & Spaces | Supercategories | Collections | Admin Final Report I

Please Select a button below for the report you wish to

preview:

Final Reports 1 Libris DESIGN 3.0



Building Program Main Menu

To begin using the Final Reports screen, click on the “Open Final Building Program
Menu”:

User Reports

Sq. Fi. Summaries | Cost Summaries I Divisions & Spaces | Superi

Oéen
Final Bui:i:::rogram

Click this button to open the
Final Building Program Menu.

It is used to manage the production of
the Final Building Program Report.

After clicking on the “Open Final Building Program Menu”, you will get this warning
message to close all other applications. DO NOT IGNORE THIS WARNING
MESSAGE. If you have not closed all other applications, please do so now. Then click
the “Ready” Button to go to the Building Program Selection Menu.

User Reports
Sq. Ft. Summaries I Cost Summaries | Divisions & Spaces I Supercategories I Yendor I Collections I Admin Ope

Oopen
Einal Building Program
Menu

Warning:

r RESET TO DEFAULT LIST
Check this box if you wish to open the Building
Program Report Menu and RESE Tthe list of sections
and reports to their default values.
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Building Program Selection Menu

The “home” menu for the Final Report screen is the “Building Program Selection Menu.”
This screen tells the purpose of the Final Reports screen, and outlines the basic steps for
organizing a final Library Building Program and a Final Report.

The “Building Program Selection Menu” is organized as follows:

Building Program Selection Menu Title Bar

This tells you the name of the active screen.

&3 Building Program Selection Menu

1-Instructions I 2-0rganize Report Sectionsl 3-Report Section Assignmentsl 4-Generate Final Heportl

Welcome to the "Final Phase" of Libris DESIGN. These screens allow you to setup the Libris
DESIGN portion of your Final Building Program Report as a collection of reports and a Master
Table of Contents. You will likely be adding other sections to your Building Program from sources
outside of Libris DESIGN. and that is accommodated here. The basic steps for producing a Final
Building Program are outlined below:

Information Tabs

These Tabs are clickable and reveal additional information about using the “Building
Selection Menu.” This screen, for example, introduces this module of the Libris
Design Program its organization.

&3 Building Program Selection Menu

1Instuctions | 2-Drganize Report Sections I 3-Report Section Assighments I 4-Generate Final Report ]

‘Welcome to the "Final Phase"® of Libris DESIGN. These screens allow you to setup the Libris
DESIGN portion of your Final Building Program Report as a collection of reports and a Master
Table of Contents. You will likely be adding other sections to your Building Program from sources
outside of Libris DESIGN., and that is accommodated here. The basic steps for producing a Final
Building Program are outlined below:

| 1. Organize the Sections of your Final Building Program. |

| 2. Review the Assignment and Order of Reports within Sections|

| 3. Select any additional options (i.e. which budget) |

| 4. Preview the Reports and Table of Contents |
|5. When all is ready, Print the Final Report |
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____Organize Report Sections
The first step in producing a Final Building Program is to organize the sections to be

included in the Final Report. Click the “Organize Report Sections” Tab. You will see
the following screen:

&3 Building Program Selection Menu
Instructions  Organize Report Sections | Report Section Assignmentsl Generate Final Heportl

Secto | Description |  Source |-
id 1 Executive Summary Userword 7|
- 2 Acknowledgements UserWord
3 Introduction UserWord

The “Organize Report Sections” is divided into three columns: Section Number (SectNo),
Description, and Source. ‘

&3 Building Program Selection Menu

Instructions| Organize Report Sections | Report Bection Assignments I Generate Final Regort |
SectNo | DescXption | T IF
id 1 Executive Summary Userword 7|
- 2 Acknowledgements UserWord
3 Introduction UseryWord
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The Libris Design Program provides a default version of the “Organize Report Sections”
of the Building Program Final Report. You can change the default version of the Final
Report to the way you want the final building program and the Final report to be
structured. This is done by using the buttons located to the right of the Organization

Reports Section outline:

Final Reports

This screen allows you to make
changes to this list of sections.
Sort and Renumber

| Delete a Section

To Delete a Section, click on the square
aray box to the left of the section so that
the entire row is highlighted, then press
the DELETE key.

To delete several sections, click and drag
one or more consecutive boxes and
press the DELETE key.

Add a Section

To Add a Section, click the Add Section
button above, fill out the pop-up screen
form and click the Exit button.

Restore Default List |

If desired, you may restore the default list of
sections by clicking the Restore Default
List button above.
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Sort and Renumber

Click this button after changes have been made to either the Section Number,
Description, or both, and the changed section will be automatically sorted and
renumbered.

In the following example, the “Project Costs” section needs to appear earlier in the
Final Report. To do this, type a different number in the box that says SectNo 11.

E3 Building Program Selection Menu

Instructions  Organize Report Sections I Report Section Assignments | Generate Final Report |
SectNo | Description |  Source |4
| 1 Executive Summary UseryYord
| 2 Acknowledgements UserWord
| 3 Introduction UseryYord
| 4 Project Schedule Uservord
| 5 Communtity Analysis Userord
| 6 Library Facilities Master Plan UserWord
| 7 Site Analysis UseryYord
| 8 Library Plan of Service UserWord
| 9 The Library Collections LibrisDB
10 The Library Supercategories LibrisDB .
11 Project Costs LibrisDB
| 12 Projected Library Operating Budget UservWord
| 13 General Requirements of the Library Building Libris¥Word
| 14 Spatial Relationships LibrisDB

Chang the “11” to “1.” The pencil icon should appear:

g Library Plan of Service

9 The Library Collections

10 The Library Supercategories

7 I Project Costs

12 Projected Library Operating Budget
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Click on the pencil icon to save the section number change. The pencil should be
replaced by a right-facing black triangle. Finally, click on the Sort and Renumber
rectangular box:

The Organize Report Sections will now look like this:

ructions { 2-Organize Report Sections | 3-Report Section Assignmentsl 4-Generate Final Heponl

SectNo | Description |  Source This screen allows you to make
- — changes to this list of sections.
1 Project Costs LibrisDB
2 Executive Summary Userword Sort and Renumber
3 Acknowledgements UserWord
4 Introduction UseryWord
5 Project Schedule UservWord
6 Community Analysis UserWord =
7 Library Facilities Master Plan UserWord | Delete a Section |
O Cita Analumin Py Y To Delete a Section, click on the square

The same process can be used to move any of the other report sections. To revert back to
the default organization of the Report Sections, just press the Restore Default List button.
More information about this button later.

Delete a Section

To delete a section from the “Organize Reports Section,” click the mouse arrow on the
gray box next to the section to be deleted. This will highlight the section you want to

delete:
- 6 Library Facilities Master Plan UserWard =
7 Site Analysis UserWord | Delete a Section
g Librarv Plan of Service UserwWord To Delete a Section, click on the square
- A e agray box ta the left of the section so that
| 9 The Library Collections LibrisDB the entire row is highlighted, then press
10 The Library Supercategories LibrisDB the DELETE key. :
| 11 Proiect Costs LibrisDB To delete several sections, click and drag
L DIEE . _ one or more consecutive boxes and
- 12 Projected Library Operating Budget UseryWord press the DELETE key.

Press the <Delete> key to remove the highlighted section from the Final Report.
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The section number is deleted along with the section:

- 6 Library Facilities Master Plan UseryWord
7 Site Analysis UserWord

9 The Library Collections LibrisDB

10 The Library Supercategories LibrisDB

11 Project Costs LibrisDB

Add a Section

To add a new section to the Final Report, click the Add a Section button to the right of the
“Organize Reports Section” list:

13 General Requirements of the Library Building Libris¥Ward SN .

14 Spatial Relationships LibrisDB Add a Section

15 Facility Space Requirements LibrisDB To Add a Section, click the Add Section
16 Net Assignable Square Footage LibrisDB button below, fill out the pop-up screen
17 Appendix A LibrisDB form and click the Exit button.

The screen shown below will appear. Type in the appropriate information in the Insert
the New Section After Number, Enter a Description, and What will the Source of
Information be white rectangular boxes to the right of the box descriptions.

E3 Add A Section E3

Add A Section

Insert the New Section After Number: m

—
What will the Source of Information be?: m .
Exit and
Add Section| §*

Record: l1| i |

1 v ri]r#] of 1

Final Reports 8 Libris DESIGN 3.0



IMPORTANT NOTE: In the “New Section” box, make sure that the section number that
appears before the section to be added is typed in this box. Then the “Added Section”
will be inserted into the proper place within the Final Report.

In the example below, a new section needs to be added after Section 17: Appendix. As

explained above, the first step is to click the Add a_Section button:

13 General Requirements of the Library Building LibrisWord B _

14 Spatial Relationships LibrisDB \A Add a Section

JS| Fasiity Spacs Requiraments LibrisDB To Add a Section, click the Add Section
16 Net Assignable Square Footage LibrisDB Futton Elelol'wllmrlmog l};z POP-Up SCIeen
17 Appendix A LibrisDB orm and click the Exit button.

Fill in the information in the rectangular boxes. In this example the new section is to be
inserted after Section 17 and will be called “Appendix B.” You can either type in the

“Source of Information” in the appropriate box or click on the black triangle on the right
side of the box:

E3 Add A Section

“| Add A Section

Insert the New Section After Number:
What will the Source if Information be?: _] .
Exit and
Add Section| B¢

Record: I4| 4 || 1k |>I|H6| of 1

The Libris Design Program supplies three choices for this box. For this added section,
highlight LibrisDB:

2

3 Add A Section

“| Add A Section

Insert the New Section After Nu -

What will the Source if Information be

User'Word Document
Libris Design Word Document

ik “l p ”_1 R I" I’*I il thnn DB Libris Design Database
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Click the mouse arrow on the pencil icon to save the Add a Section information. A white
diamond on top of a black background will replace the pencil icon. Then click on the

Exit and Add Section:

E3 Add A Section

Add A Section

Insert the New Section After Number: m

et r#l of 1

Record: u| q | 1

T I
What will the Source of Information be?: m .
t and
Add Section

The newly added section, App

| 13 General Requirements gf the Library Building LibrisWord
| 14 Spatial Relationship LibrisDB
| 15 Facility Space Reglirements LibrisDB
] 16 Met Assignable Square Footage LibrisDB

17 Appendix A
18 Appendix B

LibrisDB
LibrisDB

| 19 Glossary UseryWord
20 Bibliogranhy UserWaord
Record: I4| 4 || 15 » |1 |»v#*| of 20

Restore Default List

ndix B, should appear just underneath Section 17:

Add a Section

To Add a Section, click the Add Section
button below, fill out the pop-up screen
form and click the Exit button.

Restore Default List |

If desired, you may restore the default list of
sections by clicking the Restore Default
T able button below.

To restore the original Libris Design Program’s default list of sections, click the Restore

Default List button.

In the example below, a number of the Building Program sections have been rearranged,

added, and/or deleted:

13 Facility Space Requirements at a Joint Use Branch £ LibrisDB
14 Net Assignable Square Footage LibrisDB
15 Introduction :
16 Appendix A

17 Bibliography

18 The Li

ary Collections

Record: l4| 4 |
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Add a Section

To Add a Section, click the Add Section
button below, fill out the pop-up screen
form and click the Exit button.

Restore Default List |

If desired, you may restore the default list of
sections by clicking the Restore Default
Table button below.
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To restore the original “Organize Reports Section” default list, click the Restore Default

List button:

13 Facility Space Requirements at a Joint Use Branch £ LibrisDB
14 MNet Assignable Square Footage LibrisDB
15 Introduction 3
16 Appendix A

17 Bibliography

18 The Library Collections
19 Glossary

embers of the Ri s Con

] N » Richard's C
Record: l4| 4 || 15 » |)l |Hs| of 20

The Libris DESIGN Program automatically restores the origi
were made:

LibrisDB
UserWord
LibrisDB

0ss

Libris DESIGN 2.3

A&d a Section

To Add a Sectign, click the Add Section
button below, Kl out the pop-up screen
form and click the Exit button.

Restore Default List |

If desired, you may restore the default list of
sections by clicking the Restore Default
Table button below.

nal list before any changes

P [=] B3|

W | wncow 2

J %l il | dh 1 A:E HONEEN o) ‘é @ [ Eﬁﬁ} - ‘ﬂtj Save AsfExport... [AW
[ B3 Building Program Selection Menu
1-nstructions il 3-Report Section Assignmenlsl 4-Generate FinalHeponl
Sectho | Description | Source

id 1 Executive Summary Userord
- 2 Acknowledgements UserWord
| 3 Introduction UserWord
| 4 Project Schedule UserWord
| 5 Community Analysis UserWord
| 6 Library Facilities Master Plan UserWord
| 7 Site Analysis UserWord
- B Library Plan of Service Userord
| 9 The Library Collections LibrisDB
| 10 The Library Supercategories LibrisDB
| 11 Project Costs LibrisDB
| 12 Projected Library Operating Budget UserWord
| 13 General Requirements of the Library Building Libris\Waord
| 14 Spatial Relationships LibrisDB
| 15/ Facility Space Reguirements LibrisDB
| 16 Met Assignable Square Footage LibrisDB
| 17 Appendix A LibrisDB
| 18 Glossary UserWord

ol 19 Bibliography UserWord
* 0

Record: 4] <[ 1 > | vifre] of 19

This screen allows you to make
changes to this list of sections.
‘ Sort and Renumber |

[AFTER changes to the section list, click the
Sort and Renumber button above.

MOTE: Changes to the Report Section
Assignments WILL BE LOST.

| Delete a Section |

To Delete a Section, click on the square
aray box to the left of the section so that
the entire row is highlighted, then press
the DELETE key.

To delete several sections, click and drag
one or more consecutive boxes and
press the DELETE key.

Add a Section

To Add a Section, click the Add Section
button above, fill out the pop-up screen
form and click the Exit button.

Restore Default List |

If desired, you may restore the default list of
sections by clicking the Restore Default
List button above.

Final Reports 11

Libris DESIGN 3.0



Organizing the reports within the Sections (Chapters)

Once you have named the various sections of the building program and put the sections
in order, the next task is to assign Libris Design reports to these sections and to put these
reports in order. The default has assigned Libris Design reports to each section and
suggested a possible order. You must then review each section and accept the default or
move reports to a different section, delete or reorder the reports within a section.
(NOTE: Although Organize Report Sections must be completed first, sections which
contain reports that you would like to insert into another section should not be deleted
before this task is competed.)

B3 Building Program Selection Menu

1-Instructions | 2-Drganize Report Sections  3-Report Section Assignments | 4-Generate Final Report |
4

Section:l 9 |The Library C/SIIections ﬁl ﬂl

=l

| Flyfnn Name

Click this tab to begin organizing the various Libris Design reports within the sections,
which have been selected and organized in Step 2.

E3 Building Program Selection Menu
|

1-Instructions | 2-Organize Report Sections | a-Heport Section Assignments }| 4-Generate Final Report |

Section: | 9 IThe Library Collections ﬁl

Button Name
Sectit Rep#t \Desc? Buttonit Report Title

I 9 v|| 1 r Collection Allocation

Allocation of the Library's Collections

| 9 = |_ u Collections & Shelving

Shelving the Library's Collections

®

The Report Sections Assignments tab will open to a screen showing the contents of the
first Section, which contains a Libris Design Report. For The Library Collections
section, two reports are available, but only the C1 report has been selected for inclusion
in the default Final Building Program. To remove a report you will delete the number
from the Rep# box. To include a report, enter a number in the box. These numbers will
place the reports sequentially in the final building program.

Final Reports 12 Libris DESIGN 3.0



1-Instructions | 2-Organize Report Sections  3-Report Section Assignments | 4-Generate Final Report |

The Library Collections ﬁl

Section: I 9

After a section has been completed, click the right facing arrow to organize the néxt
section.

E3 Building Program Selection Menu

1-Instruclions| 2-0rganize Report Sections  3-Report Section Assignments | 4-Generate Final Heportl

Facility Space Requirements ﬁl

Button Name
Sectit Rep# Desc? Buttonit Report Title

15 = I 1 r SF1 | Division SqFt Summary

Library Division SgFt Summary
I 15 :I' I

Section: I 15

SF2 | Space SqFt Summary

Library Space SqFt Summary
SF4 | Space SqFt Summary w/F&E

Library Space SqFt Summary w/Fumiture & Equipment
DS5| Division & Space Sheets (All - Final Version)

The Library's Divisions and Spaces

o
J
I

If a report has optional descriptions (the second descriptive line for inventory items),
check this box to include descriptions or leave the box blank to omit them.

To change one report for another one in the default final building program delete the

number from one box and type it into another.
£3 Building Program Selection Menu

ments | 4-Generate Final Report ]

section: | 11 |Project Costs f’il

Button Name
Sectit Rep#t Desc? Buttonit Report Title

I 1 ;ll — [cSa]| Project Cost Estimat

1-Instructions | 2-Organize Report Sections  3-Report Section Assig

I 1 = I 1 r I cs9 | Detailed Project Cos{Estimate
Detailed Project Cost Eftimate
1 =l 2 CS1| Division F&E Cost Sufnmary
I I - |_| Library Division F&E Cojst Summary
11 = C32| Space F&E Cost Sumgnary
I I u I—I Library Space F&E Cosf Summary
| 1| = | 3 i ost Summary

Library Space Cost Summary with Fumiture and Equipment

I 11 = I 4 r | CSh | Furniture & Equipment Cost Master List

Furniture & Equipment Cost Master List

To move a report to a different section, enter a different section number in the Section#
box. Reports can be moved to any section, which has previously been created in Step 2
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of the Final Building Program menu. (Remember not to delete any sections, which
include reports you would like to retain for the Final Building Program. To recover

reports which have been deleted along with their section assignment, click Restore
Default List and start over.)

Button Name
Sectit RepHt Desc? Buttonit Report Title

I_ u Project Cost Estimate

Project Cost E stimate

I 1 '|| 1 Detailed Project Cost Estimate
1 r - =<1 no

Detailed Project Cost Estimate

2l FOAF M cd e e

&3 Building Program Selection Menu
1-Instructions | 2-Organize Report Sections  3-Report Section Assignments |4-Genelate Final Report |

Section:| 11 |Project Costs £| il

Button Name
ectit RepHt Desc? Buttonit Report Title

7] = I r Project Cost Estimate

Project Cost Estimate

I 1 vll 1 Detailed Project Cost Estimate

Detailed Project Cost E stimate

For example: changing the 11 in this Section # box will move the Project Cost Estimate
Report to Section 17 of the Final Report.

i
'

E3 Building Program Selection Menu

1-Instructions | 2-Organize Report Sections  3-Report Section Assignments | 4-Generate Final Report |

Section:l 17 |AppendixA ﬁ,

Button Name
Sectt Rep#ft Desc? Buttonit Report Title

I 173 = I_ r Project Cost Estimate

Project Cost E stimate

When you get to Section 17, which is Appendix A, by clicking the right hand arrows, the
Project Cost Estimate Report which was in Section 11, will be moved to the Appendix.
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Any reports which are in the default Final Building Program can be moved to any section
which has been previously been created in the “Organize Report Sections” menu.

The final step to creating a Final Building Program is to review the Table of Contents
prior to printing the final document. Review the selections you have made in the
organizing process to make sure you have included all of the necessary reports in the
proper sequence, that they have a time stamp if they require one, and that they have
selected “Include descriptions” where appropriate.

After opening Tab 4 “Generate Final Report,” you can preview the reports; preview the
Table Of Contents only or the go directly to printing.
J%l gl | M ﬁ» A:B }J ﬁ X |§ m (hn} §:§ - |@ SEyERS| EXEOTE 2[7' :',° ‘ Window ? @

=c
&3

> &3 Building Program Selection Menu

1-Instluclions| 2-Organize Report Seclionsl 3-Report Section Assignments ~ 4-Generate Final Report

Select Print/Preview Option:

(Preview Reports and TOC
Run Repors and Generate a TOC in Preview Mode

( NPreview TOC Only

Generate only a TOC in Preview Mode
L_Print Reports and Preview TOC C“C!( here at any tlm_e_for
Send Reports to Printer and Preview TOC detailed context sensitive hE'p

NOTE: Previewed items may be exported ta word from the preview sing the Final Reports Menu.
screen by clicking on the toolbar button "Publish to \Word" Y g p

Libris DESIGN assembles the selected reports and puts them in the pre-selected order.
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Libris DESIGN 2.2 - [Report: Furniture and Equipment Cost Master List]
- ‘ gl Save bs(Export,, B o7 || window @ &

Tile Horizontally

Tile Yertically

[Cast Summary far 2l Furnitwre & Eqwipmeni 1

Cascade

Fumitrc and Equipend

uwaT
aTy

Arrange

Q-

larslor licem:
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Book Inch

Report: Collection Allocation

4 Report: Supercategory Space Allocation
S Report: Supercategory Totals by Unit Ty
6 Report: Library Division FE Cost Summar
7 Report: Library Space Cost Summary wit
§ r— 8 Report: Furniture and Equipment Cost ¥

sﬁ 9 Report: Spatial Relationships For each Lil

¥ More Windows...

Cam—— N~ —aWW————=—wa -

w

Individual reports can be viewed in the Preview Reports mode by pulling down the
Window menu from the upper tool bar and sele¢ting a report from the pull down list.
Each report can be viewed individually and can be printed from this preview screen.

1-Insttuctions| 2-0rganize Report Sectionsl 3-Report Section Assignments 4

Select Print/Preview Option:

“ |Preview Reports and TOC

Run Reports and Generate a TOC in Preview Mode

C Preview TOC Only

Generate only a TOC in Preview Mode
C_|Print Reports and Preview TOC

Send Reports to Printer and Preview TOC

NOTE: Previewed items may be exported to word from the preview
screen by clicking on the toolbar button "'Publish to ‘Word"

While the option is available to publish (or send) individual reportStQ Microsoft Word,
the product is somewhat unsatisfactory for all but the briefest reports. You are urged to

print from Microsoft Access whenever possible.

Individual reports can also be sent to the desktop or a folder as Microsoft Access
Snapshots by clicking on the icon on the upper toolbar that resembles a book with a

lighting bolt.

100% -~ Fg @ Save AsfExport... v ‘ window B &

This new Access feature will send any individual report intact (both data and formatting)
as a single read only file which can be sent to the printer or transmitted electronically to
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any computer with Microsoft Access or the Access Snapshot Viewer available. The
Snapshot viewer is available free of charge from Microsoft.

Final Reports Tips:

1.

Plan out the contents of your Final Building Program before you get to the Final
Building Program Menu. Identify the audience for the particular version of the
program.

Determine which sections of the building program you will author in Microsoft
Word or other program and plan on the sections and pagination for these to be
compatible with the table of contents you will produce using Libris Design.

Turn off any features, such as the descriptions or detailed reports if you don’t
need them, to shorten the length of the final report.

Prepare well in advance of your final due date, and print a few test runs to make
sure that the pagination is consistent and your printer can handle a file the size of
the final document.

Make sure you have enough paper in your printer before you send the final
document to the printer, there is no feature in Microsoft Access for printing
ranges of pages (e.g., pages 171 to 190) of a longer document such as there is
Microsoft Word.

If you need to reprint individual reports, use the snapshot feature, (See above)
which allows you to reprint single reports with the data and formatting in tact.

Heed the warning to shut down all other programs.
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