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Chapter 13: Lookup Utilities

A. Lookup: Utilities

Printer Selection

Use and Function: To direct output to the screen, a file, or specified printer.

Note: The information given in this chapter is also valid for the <SELECT PRINTER>
function key that you see at the bottom of the screen when under the Lookup/

Reports Menu.

Let’s assume that when you choose to print, you want all output to go to a specified
printer. The steps below illustrate how to do this:

Exercise A-1: Specify a Printer for Output

Step lllustration
Choose Utilities> Printer e n

. urriculum Managemen
Selecfuorj. YOl,J can also Lookup/Reports Quit
type in ‘UPS’ and then —
press <ENTER> as a
shortcut. Printer selection uPs

<TAB> to the ‘attached
printer’ field and press
<ENTER>. An asterisk
will appear indicating that
this option has been
selected.

Press the <ACCEPT>
function key to process
your selection.

L e

Hindou

Comp Svcs line printer
Comp Svcs laser 330...
Comp Svcs laser 338...
Disc file

Transcripts laser 352...

Accept
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Exercise A-1: Specify a Printer for Output

Step

lllustration

An submenu appears
where you can indicate a
‘HP Laserjet Printer’ for
output or ‘other printers’.
In this example, we
chose to print to the HP
Laserjet Printer. Use the
<TAB> key to highlight
that field and press
<ENTER> to move the
asterisk.

Note: If you are using a
Macintosh, always select
‘Other printers’, even if
your printer is a laserjet.

Press the <ACCEPT>
function key to process
your selection.

Lastly, choose the page
setup for the printer. We
chose ‘Portrait’ for this
example.

(EIWHP |aseret. . .

( ) Other printers

Accept

Portrait compressed
Landscape
Landscape compressed

Note: If you choose a printer and you get an informational message like the one below,
you have chosen a printer that which you may not access. Not all printers shown in

Step Two are available to all users.

Information

This printer is not available to you.

Figure 13.2 “This printer is not available to you.”
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The Utilities Menu is not the only place to select a printer. The introductory screen
of the curriculum program has a <SELECT PRINTER> function key at the bottom
of the screen. By pressing this key you will also be prompted with the same mes-
sage boxes as seen in Exercise A-1.

Below is another method of printing: Printing to a File. After you complete the
steps below, when you choose to print, a file will be created with the filename you
chose in step 6.

Exercise B-2: Printing to a File

Step lllustration
1. Choose Utilities> Printer e n
. urriculum anagemen
.Selgctlor]. You can also type Lookup/Reports Quit
in ‘UPS’ and then press —
<ENTER> as a shortcut.
Printer selection UPS

2. <TAB> to the ‘attached
printer’ field and press
<ENTER>. An asterisk will
appear indicating that this
option has been selected.

Hindou

Comp 8vcs line printer
Comp Svcs laser 330...
Comp Svcs laser 338...
Disc file

Transcripts laser 352...

L e

3. Press the <ACCEPT> func-
tion key to process your
selection.

Accept
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Exercise B-2: Printing to a File

Step lllustration

4. An submenu appears where
you can indicate a ‘HP
Laserjet Printer’ for output () HPlaserJet. ..
or ‘other printers’. In this Q3 R0ther printers
example, we chose to print
to the ‘Other printers’. Use
the <TAB> key to highlight
that field and press
<ENTER> to move the
asterisk.

Note: When printing to a
file, you must pick ‘Other
printers’.

5. Press the <ACCEPT> func-

. Accept
tion key to process your
selection.
6. In Reflections, choose: File
> Print Setup. Check the R S
‘F_)rlnt tO F.||e, CheCkbOX and Erinter |III" Desklet 970C Series j
give the file a name. Press e e
L0 etter [B.5 # ) T Cancel
the <OK> bUtton' —|:r|-:f;r:_-r-!3'. —Z-Eiur_'.-:jgr'l"l'.ui 4|
_ ) = None
N & Poirait c
) LLong Sit
) Landscape
) She
[V Print to File Help
Pririt Qutput to:
|C:\WI NMNT4Profilestibaumhoefer\Desktop Browse... |
[ Bypass Windows Frint Driver. W Auto Formfeed o
I™ Dissble Prirter Translationn | Close Printer Manually
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