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Customising reports 
 
Reports generated in Microsoft Word/RTF format can easily be tailored to your requirements, by using Microsoft 
Word to: 
 
� Edit the text and table contents 

� Add sections such as your company’s terms and conditions 

� Change the formatting and add your logo and branding 

� Add further graphs and images from planning tool 
 
Adding individual images 
 
To add an individual image from a 
screen: 
 
� Right click over the required image, 

and click Copy Image 

 

� Open the document to which you 
would like to add the image  

 

� Right click approximately where you 
would like to add the image in the 
document, and click Paste (or Crtl-V) 
to insert image 

 

 

 

 

 

 

 

To resize the picture: 

 

� Click on the image, and position the 
mouse pointer over one of the sizing 
handles on each corner 

� Click, drag and drop the sizing handle 
until the object is the size you want 

 

To reposition the image: 

 

� Click, drag and drop the picture to the 
exact position you require  

 
 
 
 
 

Remember – Always click File/Save as 
to save your report to a suitable location, 
with an appropriate name. 
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Adding screen shots 
 
Should you wish to add part or all of a 
screen to a document: 
 
� Position the mouse over the window 

you would like to copy, and hold down 
the Alt key while clicking the Print 
Screen (or Prnt Scrn) key 

 

� Open the document to which you would 
like to add the image  

 

� Right click approximately where you 
would like to add the image, and click 
Paste (or CRTL-V) to insert image 

 

To crop the picture: 

 

� Click the image, and if the Picture 
toolbar is not visible, then right click the 
image and click Show Picture Toolbar 

� Click Crop      on the Picture toolbar  

� Position the cropping tool over a 
cropping handle, and click, drag and 
drop the edge of the picture to the 
exact place you require  

 

To resize the picture: 

 

� Click Crop       on the Picture toolbar to 
turn off the cropping tool, if it is on 

� Click on the image, and position the 
mouse pointer over one of the sizing 
handles on each corner 

� Click, drag and drop the sizing handle 
until the object is the size you want 

 

To reposition the image: 

 

� Click, drag and drop the picture to the 
exact position you require  

 
 
 
 
 
 
 


