
 

Select cases to be printed.  Cases may be checked individually or all at once by selecting the “Select All” option. 



 

Click the “Print Selected Cases to Word” button. Click “Open” on the File Download window. 



 

The cases will open in word.  The default view will be the “Web Layout” option.   

 



To change the view, select the View tab and next select “Print Layout”.  

 

From here the font type and font size can be modified as needed.  User can also save the document, either as a word file or PDF. 


