HOW TO PRINT

Did you know you can print the fee schedule from the CD-ROM yourself? Printing the fee
schedule on your own will not only save you money, but time as well. You can print just one
page, a few pages, or the whole fee schedule. The following is a guide on how to print a
document in Adobe Acrobat (PDF) format. This guide is based on Adobe Acrobat version 5.0.5.
There may be slight variations in how to print based on the version of Adobe Acrobat that you
use, but in general it should be pretty similar.

So, here we go! To print, first go to your top toolbar, and click on ‘File’ and then on ‘Print.’
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A box will pop up on your screen that looks like this:
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Helpful Hint! If you don’t see all of the print box, you can pull the box up by putting your curser
(arrow) in the narrow box at the top of the print box, left-clicking once and holding your left click
button down, and then dragging the box so you can see the entire print box. This may take a
couple of tries to get the hang of, but keep at it! It is a useful trick you can use for a wide variety
of pop-up boxes.
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The next step depends on whether you want to print the entire document, just one page, or a
few pages.

Printing the Entire Document

If you want to print the entire document, make sure ‘All" is selected under ‘Print Range’ and then
left-click once on ‘OK.” You will know if ‘All" is selected if the circle next to the word ‘All’ has the
black dot in it. If it does not, simply left click once in the ‘All’ circle and the dot will go into the
circle.
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Printing One Page

If you want to print just one page, go to the page you want to print, make sure ‘Current page’ is
selected under ‘Print Range’ and then left-click once on ‘OK.” You will know if ‘Current page’ is
selected if the circle next to the word ‘Current page’ has the black dot in it. If it does not, simply
left click once in the ‘Current page’ circle and the dot will go into the circle.
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Printing a Range of Pages

If you want to print a range of pages, first determine which pages you would like to print. You
can easily tell what page humber you are on by looking at the bottom left-hand corner of your
screen. Your bottom toolbar will tell you what page you are on. It is helpful for you to know that
when printing a range of pages, you can be on any page in the document, even if it is not a
page you will be printing!

Once you know what pages you would like to print, make sure

‘Pages from | | to:| | * is selected under ‘Print Range.” You will know if
‘Pages from..." Is selected if the circle next to the word ‘Pages from...” has the black dot in it. If
it does not, simply left click once in the ‘Pages from’ circle and the dot will go into the circle.

Next, enter the first page of the document you would like to print in the first white box. The box
may already have a number in it, but you can delete that number and put in the number you
want. Now, in the second white box, enter the page number of the last page you would like to
print. Again, the box may already have a number in it, but you can just delete that number and
put in the number you want. In the example below, we are printing pages 26 to 35. The last
step is to click ‘OK.” Your printer will now print just the pages that you indicated in the boxes.
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For more helpful hints on using Adobe (PDF) files, see our tutorial titled “How to Use Adobe
Acrobat Reader.”



