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1. Open Legacy (https://www.cwu.edu/~seoi/loginForm.php) in Chrome (if you use any other browser you will get incorrect results).
2. Login
3. Click on View Reports.
4. Choose the department, term, and year of the reports you want, then click View Course Selection.
5. Check the boxes, under Select, next to the courses that you want reports on, click View Selected.
6. A new window will pop up.
7. Click control P.
8. A page for printing will pop up.
9. In Destination, click Change.
10. Click on Save as PDF.
11. Click Save.
12. Save the reports wherever is most convenient (we will separate the courses into different report in just a minute).
13.  You can now exit out of the Legacy database.
14. Now open the report.
15. Click on the Edit Text & Images icon.
16. Now, click on the Pages tab.
17. Click on Split Document.
18. Change Max pages to 1.
19. Press OK.
20. A message should pop up confirming that the split was successful.
21. Press OK.
22. You can now exit out of the combined report.

The separated reports will now be located inside of the same folder where you put the original report. You will need to delete the original report if you no longer want it. If desired, you can now rename the separate reports and move them to other folders.
