
Save a list of Complimentary Subscribers to a PDF File.   

This report may be requested before an audit performed by Central Office 

 

 
 

Print Reports/User Definable List 

Make sure Use Advanced Dialogs box is checked (bottom left-hand corner) and then click Print All. 

Click Advanced 

 



 

Select 

 

Newspaper Status Af15 = Lets you select the Status 

 1 = Active 

 2 = Expired 

 3 = Inactive 

 

Pay Source Af16 = Lets you select the Pay Type 

 1 = Office     

 2 = Carrier    

 3 = Complimentary  

 4 = Sample 

 

Click Continue twice 

 

Save the file to your desktop when the Save As box appears. 

 

 

 

You can also view your Active Complimentary subscribers from the main subscriber window. 

Change the drop-down box next to Show to: Active Complimentary. 

You can do a print screen and save the file as a Word document. 

 

 


