
1. Once the report has ran and is on screen, select save. 

 
2. The default pop up / saving locations is actually on the server, not the user work 

station. 
3. Select My Computer. 

 
 
 



4. Select My Computer.  (You may get the following which is asking if Citrix can 
access your work station.  If so, please click on Full Access and Never ask me 
again) 

 
5. You will see the following choices of locations to save. 

 
6. Select D$ on ‘Client’ (U:) (This will save the report on your D drive on your work 

station) 
 
 



7. Select the type of file you would like to use here  

 
8. The choices are Rich text (Word), Adobe PDF, Excel, Text, and Food Trak. (Do 

not use Food Trak as it can only be opened by Food Trak.) 
9. Enter the name you would like to use and click save. 

 
 



10. The report is now save on your workstation D drive. 

 
 


