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Printing from the Keep It Easy Software 

The Keep It Easy Software comes with tens of different reports that help you organise and keep track 

of your clients, work, and finances. 

Before providing an overview of all reports available in the system, this manual will explain how to 

print, email, or PDF these reports. 

Whenever you open a Keep It Easy report, you will be taken to the Print Preview screen. 
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The print preview screen has a number of buttons on the ribbon1 that allow you to preview, print, or 

email the report. 

Preview Size 

 

Click the Preview Size button to enlarge or shrink the preview size of the report you have open. There 

are two sizes only, big and small. Click the button to switch between the two. 

Another way to switch between the two print preview sizes is to click the cursor on the report. When 

you click your cursor in the report, the cursor changes into a magnifying glass with a plus or a minus 

sign in it. 

 

Click the report to switch between preview sizes. 

 

  

                                                             

1
 1 The Ribbon was introduced by Microsoft in the 2007 Office system. The menus and toolbars in some programs have 

been replaced with the Ribbon, which is part of the Microsoft Office Fluent user interface. 

 

The Ribbon is designed to help you quickly find the commands that you need to complete a task. 

To minimize the ribbon, click the active tab (in the image above that would be the Print Preview of Report tab). Click the 
active tab again to maximize the ribbon. 
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Page Setup 

 

Click the Page Setup button to open a dialog with three tabs where you can set your printing 

preferences, such as printing margins, paper size and page orientation (landscape or portrait). 

 

Click OK to confirm the new settings. 

Print Report  

 

Click the Print Report button on the ribbon to open the Print dialog (this is standard windows 

functionality) and print the report.  
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Email as PDF 

 

NOTE In order to be able to email reports, you need to have Outlook, Windows Mail, or another email program 
set up on your computer. The email function in Keep It Easy software does not  work with internet mail such 
as hotmail or gmail.  
contact Keep It Easy if you require support. 

 

Click the Email as PDF button to bring up a dialog box that allows you to select your preferred format 

to send the report. PDF is the most likely choice because it retains the reports formatting and anyone 

with Acrobat Reader (free) installed can view it. 

 

Select the format and click OK. Your email program will open with the report attached to it.  

 

Add a recipient and subject, write your message, and send the email. 
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Close Preview 

 

Click the Close Preview button to close the report preview and return to the previous screen. 
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Report Previews 

To help you quickly find the report you need, this section of the manual shows a screen print of every 

report available in the Keep It Easy software. 

Underneath every report preview in this manual, you will find instructions on where to find the 

report in the software. Some reports can be accessed from multiple locations. 
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Print overviews from Job Scheduling screen 

Print Client List  

 

The Client List report can be accessed from: 

Main Menu > Client List > Print List 
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Expense Details 

 

The Expense Details report can be accessed from: 

> Detail Expenses 

Expense Summary 

 

The Expenses Summary report can be accessed from: 

Main Menu > Accounts > Expenses List > Summary Expenses 
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Detail Expenses 

 

The Detail Expenses report can be accessed from: 

Main Menu > Accounts > Expenses List > Detail Expenses 

 

BAS Expenses 

 

The BAS Expenses report can be accessed from: 

Main Menu > Accounts > Expenses List > BAS Expenses 
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Receipts Summary  

 

The Receipts Summary report can be accessed from: 

Main Menu > Receipts List > Income Summary 

 

Receipts Details  

 

The Receipts Details report can be accessed from: 
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Expenses BAS/GST 

 

The Expenses BAS report can be accessed from: 

 

Reconciliation  

 

The Reconciliation report can be accessed from: 
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Receipts BAS/GST 

 

The Receipts BAS report can be accessed from: 
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Chart of Accounts / Receipt & Expense Categories  

 

The Chart of Accounts report can be accessed from: 

¶ Software Tools > Software > Receipt Categories > Print 

¶ Software Tools > Software > Expense Categories > Print 
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Job List 

 

The Job List report can be accessed from: 

Main Menu > Jobs List > Print List 
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Service Details  List  

 

The Service Details List can be accessed from: Main Menu > Service Details List > Print List 
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Notes List 

The Notes List provides an overview of all notes and reminders in the system. If you have applied 

filters to the Notes & Reminders screen, the same filters will be applied to the Notes List. 

 

The Notes report can be accessed from: Main Menu > Notes List > Print 

Deposit  Slip 
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The Deposit Slip can be accessed from: Main Menu > Accounts > Deposits > New Deposit > Print 

Deposit Slip. 

Reconcile Bank Statement  
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Job Scheduling Reports 

Print 6am -6pm 

 

The 6am-6pm Job Schedule can be accessed from: Main Menu > Job Management > Print 6am-6pm. 

Print 24  hr Day 

 

The 24 Hour Job Schedule can be accessed from: Main Menu > Job Management > Print 24 hr Day. 
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Income Summary  

 

The Income Summary can be accessed from: Main Menu > Job Management > Income Summary. 

 

Short Report  

 

The Short Report can be accessed from: Main Menu > Job Management > Day Schedule > Preview 

Short Report. 
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Job Card Report 

 

The Job Card Report can be accessed from: Main Menu > Job Management > Day Schedule > 

Preview Job Card Report. 
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Round Report  

 

The Round Report can be accessed from: Main Menu > Job Management > Day Schedule > Preview 

Round Report. 
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Weekly Schedule 

 

The Weekly Schedule can be accessed from: Main Menu > Job Management > Other Schedules > 

Weekly Schedule. 

 

Monthly Schedule  
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The Monthly Schedule can be accessed from: Main Menu > Job Management > Other Schedules > 

Monthly Schedule. 

Blank Invoice  

 

The Blank Invoice can be accessed from: Main Menu > Accounts > Print a Blank Invoice. 
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Client Status Summary 

This report is a summary of all clients with completed jobs in the system. 

 

The Client Status Summary report can be accessed from: Main Menu > Client List > Print Summary 

Summary Invoice 
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The Summary Invoice can be accessed from: Main Menu > Jobs List > Job Details > Summary Invoice 

Print overviews from the Print Reports Menu  

Daily Schedule of Work  

 

The Daily Schedule of work can be accessed from: Main Menu > Print Reports > Daily Job Schedules 
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Weekly and Monthly Work Schedules  

 

The Daily Schedule of work can be accessed from: Main Menu > Print Reports > Weekly / Monthly 

Schedule 

Client Statements  
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The Client Statements can be accessed from: Main Menu > Print Reports > Client Statements 

Client Status Summary 

 

The Client Status Summary can be accessed from: Main Menu > Print Reports > Client Status 

Summary 

Comparison Report: Rounds  
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The Rounds report can be accessed from: Main Menu > Print Reports > Comparisons by date ranges > 

Rounds 

Comparison Report: Customer Status 

 

The Customer Status report can be accessed from: Main Menu > Print Reports > Comparisons by date 

ranges > Cust Status 
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Comparison Report: Serviced By 

 

The Serviced By report can be accessed from: Main Menu > Print Reports > Comparisons by date 

ranges > Serviced By 

Comparison Report: Franchise #  

 

The Franchise # report can be accessed from: Main Menu > Print Reports > Comparisons by date 

ranges > Franchise 


















