











Print As — Use to prlnt as an Adobe (PDF) file or Excel (xls) file.
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Host Print Wl >

Prepare to Print

COMTROL-D AWebdcoess Server Wersion 3.7.00 Ga&

Host Print — Use to print to a mainframe printer.

sffeontrold.aced.edu - CONTROL-D/WebAccess S - Host Print - Microsaft |... E|E|m
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Destination: Type ‘SACADMIN’ on the first box and the
S MainframePrinterName on the second box (ex: lexs101).

P St Form: Type STD for portrait view; type WIDE for landscape
Destnaton: | sacadmin lexs 101 VleW
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Prepare to Print — Use to preview the report prior to printing to a local or network printer.

<A http:4icontrold.accd.edu - CONTROL-D/WebAccess Server, - Prepare to Print - Micros...
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Properties

Print Pages:

*4 Click the ‘Print’ button which will take you to a
Oreoes 12 preview screen. Then click the ‘File’ menu and

Enter page numbers and/or page ranges separated by commas.

For example, 1,512 Select ‘PI‘lnt. ’

Logical Wiew:
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Emailing a Report

From the Report List, click the ‘Email’ icon. The following screen displays:

2 hitp: Hfcontrold.accd.edu - CONTROL D/WebAccess Server - Email - Microso... [= |[51[]
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Select ‘Attachment’ for the Send Options

O URL (&) Attachment () Email test

Select a Page Range to print

S Click ‘Send’ which will open an Email Message window.
i In the TO: button, type the email address of the person that
needs to receive the report (ie., ysmith1l17@mail.accd.edu)

For xample, 1,512
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Help - Click the Help icon. You can also call the Help Desk @ 220-1616 for issues not found
within the Help icon.

Logging Out

Click the “Logout” button
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