GABRIEL DUMONT INSTITUTE - IT DEPARTMENT
ONLINE PAYSLIPS (PENNY) - T4 PRINTING

Due to browser updates and quirks, certain issues exist with printing T4’s in Penny (Online Payslips).This
may cause the bottom of Page 1 to spill over onto Page 2, or in some cases cause text to overlap. Most
browsers can be made to print in an acceptable way with some adjustments to the print settings.
Attached are workarounds for popular browsers on both Windows and MacOS machines.

This document will also be placed on the services.gdins.org webpage. Please check for revisions

Note: all of these fixes start from the same screen in Penny, which is after pressing the Printable version
button on the T4, e.g.

- Go to Reports-Employee T4

ransactions | inquiry

advice slip

Welcome GRIOOM - GRIFFITHS, GARETH expense slip

“rou are logged into the system as Emplovee. employee T4

employee T4A

employee RL1

- At the bottom of the screen, click Printable Version:
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Instructions for the various popular OS/browser configurations can be found from the following links:

Windows 7/Vista
Firefox, click here
Internet Explorer, click here
Chrome, click here

Safari: There is no workaround found for Safari on Windows. It is recommended to use other

browsers for this
Windows 8
Internet Explorer, Click here
Firefox, click here
Chrome, click here
Windows 10
Microsoft Edge, Click Here
Firefox, Click Here
Chrome, Click Here
Apple MacOS
Safari, Click here
Firefox, click here

Chrome, Click here
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Firefox on Windows 7, Vista, 8 & 10

After pressing Printable Version, Select Settings, and print:
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Print History Full Screen
Find Options Add-ons
Developer
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In the scale box, select Custom
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Print... Page Setup.. | Page: |4 «
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Note: For best appearance when printing the T4, it may be worth removing the headers and footers
from the print view. This will then make the document look almost the same as the preprinted form. To
do this, press the Page Setup button on the Print Preview window

Print... ] [PageSetgp... Page: |4 « 1 of 3 b N’ Scale: [Custom...

Empioyers Name -Nom de lempioyeur
Gabriel Dumont Institute
917-22nd Street West

2[R e

https://servic

l.. CanadaRewenue Agence dureven!

Agency duCanada

Year|
Annge|

2014

Go to Margins & Header/Footer. Change the 6 Headers & Footers boxes to —blank— as shown below

Format & Options ] Margins & Header/Footer

Margins (inches)
Top: [E
Left: | Right
0.5 L 05
Bottom: 0.5

Headers & Footers
| ~-blank-- | [-blank--  +| |--blank--

Left: Center:
| ~blank- | [~blank--  +| |--blank--

T4 should now fit page properly after pressing the Print button on this page. Please note that different
configurations of machines may cause these setting to be slightly off. You may need to adjust the scaling

% or margins until it fits the page successfully
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Internet Explorer on Windows 7, Vista, 8 & 10

After pressing Printable Version, Go to Settings (gear icon), Print and Print Preview

Print... Ctrl+P Print »
Print preview... File 2
k

Page setup... Zoom (100%)
Safety 3

Add site to Start menu

View downloads Ctrl+J
Manage add-ons

F12 developer tools

Go to pinned sites

Internet options

About Internet Explorer

Change “Shrink to Fit” to “Custom”
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Enter 94% in the window and press OK
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Note: For best appearance when printing the T4, it may be worth removing the headers and footers
from the print view. This will then make the document look almost the same as the preprinted form. To
do this, press the Headers & Footers button on the Print Preview window

5 it i

‘ |1F’age"u"iew V|“Eustum v||g4 |%‘

T4 should now fit page properly after pressing the Print button on this page. Please note that different
configurations of machines may cause these setting to be slightly off. You may need to adjust the scaling
% or margins until it fits the page successfully
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Windows 8 — Internet Explorer

Penny and T4s will work on Windows 8 and Internet Explorer, but to correct printing, proceed as

follows. If you launched Internet Explorer through the tile:

e

Internet Explorer

Click on the Page tools button (wrench), and select View on the Desktop. It will then look like Internet
Explorer for Windows 7.

Find on page

View on the desktop

® &

After pressing Printable Version, Go to Settings (gear icon), Print and Print Preview

=
eto Lenova

Print... Ctrl+P Print *
] Print preview... File »
4
e Zoom (100%)
Safety 3

Add site to Start menu

View downloads Ctrl+)
Manage add-ons

F12 developer tools

Go to pinned sites

Internet options

About Internet Explorer
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Change “Shrink to Fit” to “Custom”
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Enter 94% in the window and press OK
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Note: For best appearance when printing the T4, it may be worth removing the headers and footers
from the print view. This will then make the document look almost the same as the preprinted form. To
do this, press the Headers & Footers button on the Print Preview window

‘ |1F’age‘hfiew V|“Custum v||g4 |%‘

T4 should now fit page properly after pressing the Print button on this page. Please note that different
configurations of machines may cause these setting to be slightly off. You may need to adjust the scaling
% or margins until it fits the page successfully
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Microsoft Edge on Windows 10
Windows 10 sees a new browser launched — Microsoft Edge. After pressing Printable Version, Go to
Settings (...) & Print
.
D% | = #Z O
30 New window

New InPrivate window

Zoom — 100% +

.....

aye Cast media to device

Find on page

On printer menu, change Scale to 100% and Margins to Narrow. There is also a benefit to changing
Headers and Footers to Off to make it look like a preprinted sheet

Printer

[ Epson Stylus NX510(Network)

Orientation

Portrait

Scale

100%

iargins

Marrow

Headers and footers
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Chrome on Windows 7, Vista, 8, 10 and Mac OSX

After pressing Printable Version, press the Print icon

U (2) T4 Statement of Remuner %4 T4 Staterr

s://services.gdins.or

2- Nom de T empoyEs
- umont Institute

917-22nd Street West

Saskatoon SK S7M OR9

54 Pyrol AcCount Numbar /| Numerg d2 compis J2 ratenues

In the side menu, click more settings, uncheck Headers and Footers and set Margins to Minimum

Print

Total: 3 sheets of paper
B3 | e

\\2008-gdi-reg1\DTI C...

Change.

Layout Portrait X

Black and white - Margins Minimum S

Paper size Letter (8 1/2x 117) Y

Minimum ¥

Jptions Headers and footers

Headers and footers
Two-sided

Two-sided

Background graphics
= Fewer settings

Background graphics

em dialog... (Ctrl+Shift+P)

T4 should now fit page properly after pressing the Print button on this page. Please note that different
configurations of machines may cause these setting to be slightly off. You may need to adjust the scaling
% or margins until it fits the page successfully
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MacOS - Safari

After pressing Printable version, Click on the printer icon
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Click “Show Details”

Printer: A Xerox WorkCentre 7545 (00:00... [

Copies: |1
Pages: All a

10f3 > 13

2. PDF Show Details cancel | (I

Uncheck “Headers and Footers” and change the scale until the document is only 2 pages and printing

the correct area. Should be approximately 94%

Printer: | A Xerox WorkCenire 7545 (0000...@

Presets: = Default Settings a

Copies: 1

ages: Q) All
o From: |1
Paper Size: = US Le )
Ld

Orientation: II

Safari

) Print backgrounds
Print headers and footers

10f3 > »

? | POF [ Hide Details . Low Supplies
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Confirm the proper area is set to print and click print

- _ mmemn Printer: = A Xerox WorkCentre 7545 (00:00...

1
\
(ol o]

Presets: Default Settings

Copies: 1

Pages:

Paper Size:

Orientation:

et S
! ;
E S 0 Primtsseakgrounds'
\ d foders ]
2 | PDF Hide Details | . Low Supplies Can@

T4 should now fit page properly after pressing the Print button on this page. Please note that different
configurations of machines may cause these setting to be slightly off. You may need to adjust the scaling
% or margins until it fits the page successfully
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Firefox on MacOS

After pressing Printable version, Click on the printer icon
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Click “Show Details
Print

Printer: A Xerox WorkCentre 7545 (0:00... |5

Copies: I:I :

¥

Pages: All

| Show Details

Change all headers to “Blank” and then click print

? | PDF

Print

Printer: | & Xerox WorkCentre 7545 {OD:OD...E

Presets: Default Settings B
Copies: l:l
Pages: @ All
From: 1 to: 1
Firefox
Options:

Ignore Scaling and Shrink To @it Page Width

Appearance: Print Background Colors
Print Background Imades

Page Headers: = --blank--
Left

e Footers: | --blank--

?) PoF [ Hide Detals T [ Print |
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