Instructions For Converting AS/400 Reports to Word 2000 Documents

1. Run the AS/400 program to generate the printed output.  

2. Use Option 91 (Work with printed output).  Place a “0” next to the report that you would like to download, and then press enter.

3. Type in the report a name.  It will be saved to C:\ (Your root folder on the hard drive of your PC with a .prt extension).  Press enter to start the download process.

4. After the download is completed, open Word through either a desktop icon or use the Start button, choose Programs, then choose Microsoft Word.

5. Click on the File menu, and then click on Open.  Where it says Look In: choose C: and locate the file that you had named in step 3.  Click on the file name and click on Open.

6. When the File Conversion dialog box opens, click on the Plain text radio button, and then click on OK.

7. Make sure the cursor is at the top of the document.  Click on the File menu, and then choose Page Setup.  If the Margins tab is not displayed automatically, click on it to select it.  Use the following setting for the Page Setup.

Top
1.2”

Bottom
1.7:

Left
1”

Right
1”


After the margins have been changed, click on OK.

8. Center the headings on each page by highlighting them with the mouse, then click on the center button on the Formatting toolbar.

9. The report is ready to print.  You may insert page numbers and change the font style (Courier New is used by default).

10. Save the report by choosing the File menu to Save As.  Make sure that you save it as a Word document. 

