
Asset Keeper Pro - Printing Report Batches

Start the Reports Screen

Asset Keeper Pro allows you to select from a list of reports and print them all at once instead of
having to select each report individually and then printing it. Collectively, the selected reports are
called a batch. To print a batch of reports, first, select Asset Reports from the Reports menu or
click the Reports icon on the Home screen.
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Create a Temporary Batch

Once the report screen is shown, you will automatically be in a temporary batch as indicted on the
screen next to the batch drop-down. In a temporary batch, you can select as many reports as you
wish by checking the box to the left of the report name. All reports are categorized by type, so if
you cannot see a report, it may be hidden under a closed folder. To expand a folder, click the + to
the left of the folder. Conversely, the - button will close the folder. The number of reports selected
in each report category is indicated next to the folder name. Once you select all of your reports,
you can choose to print, preview, print to file, or save them to a saved batch that you can recall
later.
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Save Report Batch

Once a group of reports are selected in the temporary batch, you can save them to a saved batch
by clicking the edit button next to the Batch drop-down.
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Saved Batches Screen

After you click the edit button to save the batch, the "Saved Batches" screen appears. This screen
indicates how many batches are currently selected and prompts you to enter a description for the
new batch. Once you have entered the description, click the 'Save' button and the new batch is
saved.
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Add, Remove, Edit Saved Batches

The new saved batch is displayed in the grid on the left side of the screen. Using the buttons
under the grid, you can add another batch name for the selected reports, remove the saved batch,
or edit the saved batch to change the description. If you are finished reviewing the saved batch,
click the 'Select' button to exit the screen.
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Recall a Saved Batch

When you return to the the Reports screen, you will still be in the temporary batch but now when
you click the drop-down list, for the batch selections, your new batch appears for selection.
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Update the Reports Selected in a Batch

If you have a saved batch selected, you can change the reports saved to batch by checking or
unchecking reports and clicking the edit button next to the batch selection. You will then be
prompted to saved the currently selected reports to the batch. Click 'Yes' to save.
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Updated Batch

The Saved Batches screen will now indicate the new amount of reports selected. Click 'Save' to
finalize the change.
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