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                        Create Patient Info PDF 
 

A) Follow these steps. 
     1. From PowerSoftMD Login Screen click top toolbar “Tools”, then select 
         “Special” 
 

 
     
    2. Type in the word “special”. 
    3. Click “Run”, jot down key number it is the Special Password. 
        later. 
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B) Jot down what of your what your current Windows default printer is so that you  
     can Reset your computer to it when you are all done. 
 

C) Set your Windows Default Printer to “Microsoft Print to PDF”. 
     Open your Windows “Printers & scanners” settings and: 
      1) Click on “Microsoft Print to PDF 
      2) Click on “Manage” 
 

 
    3) Click “Set as default” 
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D) Open the feature to create the PDF(s). 
     1. Login to PowerSoftMD, from the Primary Menu select the “Archives” button. 
 

 
 
     2. Click “Create Pat Info PDF”. 
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E) Create one or multiple PDFs.   
     1. You can have one for all “All Patients”, although 
     that might make it too big.  You can create smaller PFDs by selecting ranges 
     of the patient’s last name beginning letter. 
     2. Then Click “Run Step”, to create the PDF; you will be prompted to enter 
        the “Special” password you jotted down earlier.  You will also be prompted 
        by the Microsoft PDF Printer to select a folder where to store your PDF(s) 
        and what you want to name them; for example “AllPatients” or  
        “PatientsA-E”, “PatientsF-K”, etc. 
 
 

 
 

Remember to reset your computer to it’s original Default Windows Printer!         


