
Printing Datasheet Style or “Export View” Reports 

 

Should you need to print out a datasheet style or “Export View” report, there are several 

techniques that will make the process much easier. 

 

Eliminating unneeded columns:  Frequently, these types of reports include a 

significant amount of related information that may or may not support your needs.  

Before printing, hide columns containing information that you do not need.  To do this, 

follow the steps below: 

1. Open the datasheet report and mouse over the header separation bar just to the 

right of  the column that you wish to hide; 

2. When the curser changes to a two headed arrow bisected by a bar, left click and 

drag to the left; 

 

 

3. Adjust the column width;  You may use this technique to completely hide one or 

more columns; 

 

Print only a portion of the datasheet:   You never need to print the entire document.   

1. Select the range to be printed.  To select a specific row, left click on the record 

selector (the gray box just to the left of the record’s first field. 

 



You may also left click and drag through a group of record selectors to specify a 

range of rows to be printed. 

2. Press [Ctrl]+P to activate the Print dialog box.  

3. Use the “Selected Records(s)” print range. 

 

 

Do not save changes to the report format:  When you exit the report, you may be 

prompted to save changes to the layout.  Always respond “No”.  All fields will be visible 

for your next use of the report. 

 


