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Opening up a Report (.TXT) file using Microsoft Word.  The examples below describe and illustrate this process using Windows 7 

and Microsoft Word 2010 for PC.  Other versions of Windows and Microsoft Word may have some variations to the procedure, but 

should be similar as described below. 

1. After downloading the file to the USB memory stick, save the file to a local directory on a computer. 

2. Open the file by going to the directory on the computer where it has been saved and right click on the file. 

4. A “File Conversion…” box will appear. Click OK. 
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5. The report will appear, but the columns and rows of information may be appear to be out of alignment.  This can be resolved by 

going to Page Layout and Margins.  Select “Narrow” margins.  The report should appear to correctly.  The margins may be adjusted 

to other custom settings, but this could affect the layout and justification of the columns and rows. 
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