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PaperCuts Tips & Tricks — How to Use GroupWise Features to Save Paper

SAVE- DON’T PRINT E-MAIL
There are two ways to save e-mail: ARCHIVING and SAVING AS A WORD DOC. Is there a preferred way?
Talk to your Supervisor and E-Mail Administrator to find out which method they recommend.

HOW TO ARCHIVE AN E-MAIL

ARCHIVE protects items from being AUTOMATICALLY DELETED. Depending on your job requirements, you may need to use
the ARCHIVE feature to SAVE E-MAIL MESSAGES to KEEP RECORDS of SUBSTANTIVE CITY BUSINESS.

VERY IMPORTANT NOTE:
IF THE ARCHIVE DATABASE becomes too large - it may CORRUPT or CRASH.
It’s important to MANAGE your ARCHIVE and DELETE OBSOLETE ITEMS.

4 Novell GroupWise - Mailhas

RIGHT-CLICK the E-MAIL, SELECT MOVE TO ARCHIVE on the MENU Fe B Vo A Took Wik Fib _
and LEFT-CLICK. The MessAGE will disappear from your MAILBOX S
and will be placed in ARCHIVE. Dty e vt St

To VIEwW ARCHIVED E-MAlL, go to FILE and CLICK OPEN ARCHIVE. @E{k’" g Rorket squnmel ﬁ:}u.‘mmm.h. ??f@m-f:._.@m
. . o 5 Roke  OPS0 et ;;:ﬁ;;;;;?xm
The ARCHIVED E-MAIL will appear in the ARCHIVE MAILBOX. - Bl . - o e
B work In P ONges Bl Dubwkk :; Eonment -
File Edit “iew Actions Tools ‘Win . 0% ovois = -
Hew S Notice! It Says: 9 w2 s
Open Archive (Archive) — GroupWise — Mailbox \ Forin s
Cpen Backup ﬁauw,
Open View. ., m‘ﬂﬁ;&.m
Save 4s.,, e o Archive
Irnport Docurments. .. o Ler
Impart POPSIMAP. .. m .
Proxy... Propestios

Sharing, ..
Broperkies Alt-+Enker

%4 {Archive) - Novell GroupWise - Mailbox

File Edit Wiew Actions Tools Window Help

Erimt. .. CErl+HF J @AddressBook E & q | R e Mall - EgglewAppt + MrlewTask ~ 3 | i| v| M/ -

Print Calendar. ..

JDispIay|<MaiIhox Custom Settings > jJ ' - FRepIy - qForward -

% Rocket Squirrel Fram Subject Date ©

3 - !
Mode &7 1 | Bulwinkle Monse Bullwinkle's Carner 5/26/2004 9:42:40 AM
E:xit alk+F4 @ Sert Items
7 Calendar
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To GET OuT of ARCHIVE and RETURN to your REGULAR MAILBOX, go to FILE. You'll notice that ARCHIVE has a CHECK MARK.
CLICK ARCHIVE to “TURN OFF” ARCHIVE. Your regular MAILBOX will appear. T

%4 Toggle between archived and non-archived items

Rile Edit Wiew Actions Tools Window Help
| B Mew Mal - Eyblewappt « HerflewTask ~ 4 | i | v| 0 o-
J “ - FReply - q.Forward -

v COpen Archive
Cpen Backup

open Yiew, .

Save A5,

Impaort Documents., .. From Subject Dake o

Import POEZIMAR. .. | = | Bulwinkle Maose Bullwinkle's Carner S/28/2004 2:42:40 AM

Bt

To UNARCHIVE an E-MAIL, you'll do just about the same thing. This time, while in ARCHIVE, RIGHT-CLICK the
ARCHIVED E-MaAIL. You'll see MOVE TO ARCHIVE with a CHECK MARK by it.

CLick to TOGGLE OFF — or UNARCHIVE THE MESSAGE.

%% (Archive) - Novell GroupWise - Mailbox

File Edit Wew Actions Tools Window Help
J@Addressﬁook = & G | S lew Mall « Sy ley dppt -~ Gerhlew Task - Y | i) v| B -

Eply = qForward -

This action will TURN ARCHIVE OFF and move
the E-MAIL back to your regular MAILBOX.

(% Rocket Squirrel j Date &
_____________ P e e T
Sent Ik peEn
(Now, be sure to TURN OFF ARCHIVE S
and return to your regular MAILBOX.) D e e f
Gl Wor.k In Progress Filtet ...
............. g ::;;Et Dial Sender
i} . Delete
Easy’ ISn ’t |t') v Delete and Emphy
Cakeqgaries ri 3
Read Later
Mavigate b
Properties
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HOW TO “COPY” A CABINET FOLDER TO YOUR ARCHIVE

From your NORMAL MAILBOX, DRAG an 5 E B s o T T
E-MAIL tO a FOLDER in your CAB'NET. J %AddressBook H & 4 | EREnew Mail - EhNewdppt ~ CrNewTask ~ 49 | =] vl |

J W - Flreply - SlForward -

Display I <Mailbox Custom Settings >

@ Rocket Squirrel Subject Date ©
_ & &P Maiboxi (1] Bulwinkle Moose | Boris and Natasha Working Strateay 6/30/2004 3:50:31 PM
ARCH IVE the E MAIL from the CAB INET FOLDER dlp Sert tems = Bulwinkle Moose Archive This One 6/30/2004 3:48: 15 PM
@ Calendar e "CityDfSeattle GroupWiseTrain Capture an External E-Mail Address 6,/28/2004 4:33:27 PM
gz::?::lts A"“‘ = Bulwinkle Maose Invitation to Reception For The Big Moose 6 18/2004 3:59:09 PM
< Novell GroupWise - Boris & Natasha E-Mails &) cabinet —— - Hormer Simpson Harner and Donuts 6/10/2004 11:59:01 PM
. . . . . N 5 aRg Tt Homer Simpson Lost Muke Away 6/9/2004 3:45:41 PM
Fille Edit Wiew Actions Tools Window Help .7 Frostbite Falls = "CityOFSeattle GroupWiseTrain” <co  Capture an Internet Address /82004 1:05:10 PM
— ) [ ~MAPISP{Internaly =] Bubwinkle Moose Bullwinkle's Corner S}25{2004 9:42:40 AM
J @nddress Baok. S G | Mew Mail » Gt New Aot~ Gy fliew [F wiork In Progress = Rocket Squirrel Baris and Natasha SfZ5{2004 2:24:44 PM
[ checkist &1 Rocket Squirrel Strategy Meeting 4/29/2004 10:30:00 AM
JDispIay I{Boris Matasha E 'l J =5 - Reply - Forward - g 'JrunkhMFII‘?] [P Bulwinkle Maose Matasha's Comment 4/12/2004 12:13:14 PM
o EF Tras
= Boris & Natasha E-Mails
(% Rocket Squirrel
----- G2 Mailbox [1] aalilc
@ Sent Ikems Open
[ Calendar Wiew
Save As...
Print...
Filker. ..
-[C] Frosthite Falls Junk Mal >
] ~MAPISP{Internal) Dial Serder
LTS =3 Reply That FOLDER will be created in the ARCHIVE — CABINET.
[ Checklist
&5 Junk Mai Forward
unik, Mai
‘9 Trash [17] Farward as Attachment {Archive) - Novell GroupWise - Boris & Natasha E-Mails
Delete File Edit Yiew Actions Jools Window Help
Delete and Emply . )
Fe— ! J @ oddressBook 5 |5 Q | MewMal ~ g Mew dppt « SErilewTask - 43 | = | B -
a2 i G B Fliles J Display IAII Items | J - Erey - W
Cakeqories k 4
Read Later | (% Rocket Squirrel Mame Subject Date £
Check In... i [y i Bulwinkle Maose Boris and Matasha Working Strategy 613002004 35031 PM
Mavigate 3
Properties
[F WorkIn Progress v

B cabinet
455 [Boris & Natasha E-Mails
5 Trash
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HOW YOUR ARCHIVE FOLDER APPEARS IN YOUR HOME DRIVE

In some unfortunate cases, employees have DELETED their ARCHIVE by
accident because they didn’t know or recognize the ARCHIVE FOLDERS in their HOME DRIVE.

[_Jof7duarc
This is how an ARCHIVE FOLDER OR FOLDERS could appear in your HOME DRIVE.** C)of9aearc
CIOFITAARC

Some employees have tried to open the files and the documents, couldn’t do it and didn’t recognize anything. After clicking
around and getting the CAUTION MESSAGE each time, they DELETED the FOLDER.

WHAT THEY DELETED WAS THEIR ENTIRE GROUPWISE ARCHIVE!!

Mame = Size | Tvpe | Date Modified

ﬁ ngwguard.db Z18KE DataBase File 4/8/2004 12:04 PM
ngwguard.dc 102 KB DC File 4fa/2004 12:03 PM
,i-:l user.db 73 KB DataBase File 4/8/2004 12:04 PM

v

x

4 ‘L-] ¥ou are attempting ko open a file of bype 'Data Base File' {.db)

These files are used by the operating system and by various
programs, Editing or modifving them could damage waour syskem,

IF wou still wank to open the File, click Cpen With, otherwise, click

Zancel.
Cpen With. .. I Cancel |

Don’t be like this guy - leave your Archive Folder alone!

** As of 2004, SDOT and SPU have moved their Archive from the H:\ Drive to a location that is locked down behind the scenes
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HOW TO MAINTAIN YOUR GROUPWISE ARCHIVE

GROUPWISE have a nifty tool to help you do PREVENTIVE MAINTENANCE on your ARCHIVE - called GWCHECK.
Here's how to do it:

1. START GROUPWISE if you have not already opened it
2. Hold down CTRL+SHFT and then CHoosE the FILE - OPEN ARCHIVE

3. You should get an ALERT Box below. Check Yes. Don't worry! It's doing it’s job!

Hovell GroupWise g]

@ GroupWise has encountered a problem with vour mailbox. GroupWise can
rebuild vour mailbox to avoid further problems. Rebuild now (this may take
several minutes)?

Mo Cancel

The GWCHECK is done in Two PAsses. When finished, it might send you back to your LAST OPEN WINDOW. But,
GRroupPWise will be in ARCHIVE.

GroupWise GroupWise
“'our mailbox iz being rebuilt. Cancel | Y'our mailbox iz being rebuilt. Cancel |
Pazs 1 of 2 Pazs 2 of 2

If you want to be an ARCHIVE-SAVVY USER, you should run these MAINTENANCE ROUTINES on your ARCHIVE as a PREVENTATIVE
MEASURE. How often?

If you ARCHIVE more than 100 messages a month, you're a HEAVY ARCHIVE USER
and should do this ONCE A QUARTER. Otherwise do this ONCE OR TWICE A YEAR.

PAGE 6
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HOW TO SAVE THE E-MAIL MESSAGE AS A WORD DOCUMENT

Sometimes it makes sense to SAVE an E-MAIL AS A WORD Doc because it PERTAINS TO A PROJECT or CITY BUSINESS.
FIRST, CREATE A SUB-FOLDER CALLED “E-MAIL COMMUNICATIONS” WITHIN THE “ PRIMARY” FOLDER.

SELECT the FOLDER, go to FILE — FOLDER and CLICK A NEw FOLDER will appear — NAME it and hit ENTER

@ PapeCuts Lunch & Learn N =l |3 PapeCuts Lunch & Learn || =1 [ PaperCuts Lunch & Learn
File Edit ‘iew Favorites Todls  Help I E-Mail Communications

e mee

Create Shorkout @ Shortout

Go to the E-MAIL you want to save. CLICK,the SAVE BUTTON on the TOOLBAR.

P2 Mail From: Bulwinkle Moose -0l x|
File Edit “iew Ackions Toaols Accounts  Window  Help

J M Close Reply - Fu:urwaru:l " v| B 4 5E{‘J| % I | |_E}}

Mail |F‘r|:||:|erties I Personalize I Save

Rocksy!

Oh me oh my! I just heard that Boris Badenow and Matasha Fatale have defected to the CIAl Thew'we had it with
Featless Leader - and thew're sick of chasing us!

Think we'll have enough wark to do? Hope they won't lay us off because Boris and Matasha aren't chasing us
anymore,

Bulwinkle

PAGE 7
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The SAaveE WiNDow will appear with the
MESSAGE SELECTED.

Itemns to zawve:

Boriz and Matasha Defected

ISave to Digk

Save file az:

IEc-ris and M atasha Defected doc

Current dirsctory:
IC: WM ovelhGroupiaise

— Repart file name conflicts

CLicKk BRowsE for the BROWSE FOR FOLDER. SELECT MY COMPUTER

BRrowsE until you find the correct
FOLDER — CLICK OK. e

Browse For Folder

Select Folder

Browse For Folder

Select Folder

ﬂﬁ' Desktop
) My Documents
_é Iy Comput

% My Networklefaces

Falder: I My Documents

o ]

Make Mew Folder |

Zancel

Z

2l

|2) Toorwille
|(J) Frosthite Falls
|J) Fractured Fairy Tales
2 Jav Ward
) Professor Peabody
= |J) Rocket J. Sguirrel
=

Rocky's Documents

Kl
B/
Falder: I Rocky's Documents
Make Mew Folder | Ok I Cancel |

A
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CLICK SAVE.

The E-MAIL will be MARKED as SAVED.
2l

Iterns bo save: lterns bo save: e

Boris and Matasha Defected

Bariz and M atazha Defected ..Saved
Close

dl

005

You can RENAME
ISave to Digk. j the E'MA|L before ISave to Disk. j
Save file as: saving it. Go to Save file ag
IHon Smokes - Borig and Matazha Defected. doc the SAVE FILE AS IH-:Iy Srokes - Boriz and Matasha Defected. doc
Current directary: f|6|d, HIGHLIGHT Current directary:
IG:\Ja}I wiardhFocket ). SquinelFocky's Docu Browsze... | and TYPE in a IG:\.Ja_I,J WardWRocket J. SquirehRocky's Docu Browse... |
—v Fepart file name conflicts NEW FlL E NA ME. —Iv Repot file name conflicts

The Saved E-Mail Retains the FROM — TO —

. . Exrom: Bulwinkle HMoose
DATE — SUBJECT lines for doucmentation To: Simp=on, Bart; Simpson, Homer; Squirrel, Rocket
purposes. Date: TS1/Z005 10:-16:38 AM
Subject: Bori=s and Natasha Defected
If you want to Change the Font, go to Edit- Select Pocl
. acky,
All — then select the Font of your choice. ¥
Boris and Natasha just defected to the CIA!! They've had it with Fearless
Leader and they're sick of chasing us. Do wywou think we'll be out of a job?
This method saves one e-mail per page. Hope they don't lay us off!
Bullwinkle
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HOW TO USE COPY & PASTE TO SAVE E-MAIL

Another way to Save E-Mail — and to Save Multiple E-Mails on One Page — is to Copy & Paste the Message to a Word Doc.

Highlight the text of the E-Mail and Go to Open a Word Doc and hit CTRL-V to Paste the Text

Edit — Copy or hit CTRL-C on the Keyboard
It will look like regular text. BUT, the FROM-TO-DATE-

SUBJECT lines do not appear.

=10l x| ookl
File Edit Yiew Actions Tools ‘Window Help :
|J X dose FReply - Edfoward - % - | 2 @ & | wow. | | Bart said not to have a cow, but [ lost a can of Official Springfield Muclear Power Plant Muke

Bway Soray Cleaner, Twas just eating a few doruts and they wene gone! Got to find it before
Srnithers and Burns fire me. T bet Flanders stole i,
Horner

Mail |Proparties | Personalize I

You have to add that information:

Frarm: Hormer
To Rocky, Bullwinkle, Bart
Date FIfE

Subiject Lost Can of Muke fway
Dol

Bart said not to have a cow, bt T lost a can of Official Springfield Muclear Power Plant Muke
Away Spray Cleaner, Twas just eating a few donuts and they were gone! Got to find it before
Srnithiers and Burns fire me. I bet Flandsrs stole i,

=l Haornet
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paper if you absolutely must print the e-mails.

From: Hormer
To: Rocky, Bullwinklz, Bart
Date FAAT
Subject Lost Can of Muke Sway

D'ohl
Bart said not to have a cow, but T lost a can of Official Springfisld Muclear Power Plant Muke

Bweay Spray Cleaner, Twas just eating a few doruts and they were gonel Got to find it before
Srnithers and Burns fire me. 1 bet Flanders stole it.

Harmer

Fram: Bart

To: Rocky & Bulbwinkle
Date: LG

Subject: Joke's on Hormer

Rocky & Bullwinklz,
Dot't tell Homer, bt T have his Muke &eeay, I et bim sweat for an bour ar =0, and then it'l
reappear, Gotta amuse myself somehiowe.,

Bart

PNEY I 13 S0 ANPOTEENE NG B0 PFINE C~PAIRIP
CORSDLP RS,

Let’'s say we have 11,000 employees who print a 1 page
e-mail each day. In one year, we are consuming:

11,000 sheets X 5 days = 55,000 sheets in one week.

55,000 sheets X 52 weeks = 2,860,000 sheets of paper!!

1 GACTE CUFLOYRE PRNEED 03 2SS FOES &
LAY7 )

PAGE 11

Using this method, you can Copy and Paste multiple e-mails into one document.

This method may take a few more keystrokes to add the TO — FROM — DATE — SUBJECT lines. But, it saves

08 B

If this method appeals to you, create a “Master Template”
that contains the FROI\/‘I'-TO-DATE-SUBJ ECT lines.

From :
To:

sul:-j'ect:

From :
Ta:
Cata:
Subjact:

sunjéct:
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PUTTING YOUR GROUPWISE CALENDAR TO GOOD USE

Instead of lugging a paper calendar and slips of paper with lots of notes on them, take advantage of the features in your

GrooupWise Calendar. Below are examples of a Day and a Week view.

File Edit Yiew Acti!g Tools  Window Help

(=]

J B & G .. ‘ £ New Appt Gy New Task v| Bl Deleate (55 [ Busy Search |

You can add in all your Appointments and Work obligations, make a
List of your Tasks for the Day and the Week, and even write yourself
Reminder Notes — visible all on one screen.

Keep your Calendar ON at all times and minimize when you’re not
using it. That way, you can click the Calendar on your Task Bar to
view it in a moment’s notice.

You can also access your E-Mail & Calendar from home by going to:

http://gwweb.seattle.gov

M E G Ee=6 |+

Tuesday July 5, 2005 |Wednesday July 6, 2005 Thursday July 7, 2005

@ Dentist (Frostbite
Falls Dental Building)

i@ Frosthite Falls -
Springfield Gala
Strategy Meeting

(Squirrel Mania)

W WWork Out with
Dudly Da-Right

@ PaperCuts Lunch &
Learn (SMT 1650)

o Cantract
Megotiations with
Animators (Frosthite
Falls Labar Hall)

% Online Show: Al
Appoinkrnents: Reminder notes:
5 7 o (& [ #Take lunch to work ||
Tuesday A 30
July 5, 2005 g o
407 PM Am 30
' Q 00| [@ Dentist (Frostbite
an 30| | Falls Dental Building)
m
SMTWTF S
(lz] 1@ .
3 45]le 78 o |am30 =
10 11 12 13 14 15 16 1200 @ Work Out with Tasks:
1718 1920212223 [pm 30 Dudly Do-Right O | Buy Study Guide for B
242526 27 2829 20 4 0o Damsel in Distress Seminar
31 PM 30| [@ Contract O | Draft Peace Agreement and
oo MNegatiations with Send to Fearless Leader
Al t 2005 o
S Mugui\‘l TE S F% 30| | Anirnators (Frosthite B | Prep for Negotiations
oo Falls Labar Hall) ¥ | Review Past Labor
7 ; S 130 141 152 163 P 30 P Agreements
1415 1e 17 18 19 30 10 ||7fa;‘2005 | ] 41r 47> 431p 435
21 222324 25 26 27 ]
28 28 30 31 5 00 Monday July 4, 2005
P 30
T A 8 00| | Ath of July
o hd| At 30 Celebrations
(Frosthbite Falls State
0 Park)
P 10 0o
. And 30
Day View 1100
Ant 30
. 0o
Week View e—m» 1530
1 ao
Pht 30
2 ao
Pt 30
3 ao
Pt 30

0
0

W Share Paper Cuts
Info with Co-VWaorkers

@ Rescuing Damsel in
Distress Seminar
{Royal Mountie
Extenstion Service)

Friday July &, 2005

@ Detante Meeting
with Boris & Matasha
Whassamatta U
Graduate School of
International Relations
Room 160}
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WHEN YOU MUST PRINT .. .. SOME TIPS ON HOW TO PRINT FEWER PAGES

He Ronroiitng Soresn S0 ARG SPECEHGE 80 & GARoR 8020 CORISIVEFINEEEr. NHGR Bsing Your
FRUHEe BHG 3aS1e
SRS WILL FEPATR THS 096 U3 FHG ARFRGARINCE WIRE 53 DEFRCREGRS

TO SET YOUR PRINTER TO PRINT ON BOTH SIDES OF THE PAPER:

Go to File — Print. Click Properties The Properties Window will appear.
_ 21x ! LANDNS020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Properties 21x|
Eile rrtor Page Selup | Finishing | Paper Seurce | Qualty | [
|@ Print. .. [\Ctrl-'-P Narme: | S8 V\CITY_SEATTLE\CANONS020-SMTS4C-1 Personnel,ESD x| ﬁ : Otput Methodt | G Piint =
Skatus: Idle "
Send T,:,M'E . Type: Canan iRSOZ0{REOZ0 PCLE Find Printer... B=| %l Pags Size [FLeter =]
= Whers: 1NDPSD3 I Print to file s 121 Duput Size: [Maich Page Size =l
- Comment: ™ Manual duplesx i m _
& - 9 Copies: 1_‘; [1to 2000]
rPage rang rCopies—————— | | A Ll @ierteTam
= gl Mumber of copies: = G ’7 & Portait € Landscape ‘
- Current page " Selection A )
TE
 Pages: Iﬁ 11 ¥ collate y Pags Lapout | 1 Pags per Shest j
Enter page numbers andjor page ranges ' Gy
separated by commas, For example, 1,3,5-12 ?
P ¥ Pe: L ﬂ Auto Sealing: 100 _,::' % [25 ko 400]

Letter [Scaling:auto]

: rZoom
Print what: IDocumant j View Settings ™ watsmark: [CONFIDENTIAL =
Pages per shest: |1 308 v
Print: IAII pages in range j EElEran = MI
Scale to paper sizet | 1o Scaling r

Custom PaperGiee. | Page Dptions | RestoeDetauts |

cancel | 0k | Cancel | Hep |

&% CANDN5020-SMT54C-1.Personnel.ESD on CITY SEATTLE Properties 2

Page Setup  Finishing | Paper Souice I Guality I

Profile: I' Diefault Settings j |@| Dutput Method Im

O Print Sty — —— Click the Tabs until you find Print Style. On the Canon 5020,
T-sided Printing M it's the Finishing Tab.

— q - . Select 2-Sided Printing.
| e Click OK and Print

e

Boaoklet Printing
AR
3 @ Collate V' Difset
= |:\l|_] 1  Group ™| Fictate
- " Gtaple I~ | Hole Punch
Letter [Scaling.Auta] Sianle Pastion,
View Settings
Paper Output: Auto ﬂ
Advanced Settings... | Restore Defaults |

ok I Cancel | Help | PAGE 14
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TO PRINT MULTIPLE PAGES ON ONE SHEET OF PAPER:

Go to File — Print. Click Properties The Properties Window will appear.
FIlE _ 2l &% CANON5020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Properties 21x]
= Prinker Page Setup | Finishing | Paper Soures | Qualy | [%

|§ Print. .. thrI+F' Name: [ 8 \\cITv_SEATTLE|\CANONS0Z0-5MTS4C-1 Personnel ESD x| Properties [f : E Dutput Method: | & i 5
Status: Idle -
Send T.:.l"“E [ Type: Canon iRSO20/RE020 PCLE R P B|=] ] Poge Sice: [Letter |
- Where: 11MDPS03 I Print to file . + .
b o I Manudl duples: . e 8l utput Sie: [Match Page Size =l
- £ W & Copies: 1_,::' [1 ta 2000]
Fage rang ! [ a Orientation
& al Murber of copies: = =i ’7 & Portralt [A) € Landscape ‘
¢ Current page € Selection 1 g
=
€ Pages: 11 ¥ Calate 7 R e | 1 Page per Sheet j
Enter page numbets andjor page ranges '
separated by commas, For example, 1,3,5-12 ™ Manual Scaling
Auto Sealing: 00 _,::' 5 (25 ko 400]
. Z0om Letter [Scaling.Auto]
Print what: IDocumant j I Walomalk |EDNF\DENT\AL =

Pages per shest: |1 page - Wiew Settings
Edit'atermark...
Scale to paper size: IND Sealing -
CostonPaper Gz | PegeOpions.. | ReswreDefauls |

pers.. | cncel_| T

Print: IAII pages in range j

4 Pages per Sheet
&% CANDN5020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Prop| 5‘
E Pages per Sheet

Page Setup |Finishing| F’aperSoulce' Qualityl

e [ o2 B Find a setting called Page Layout.

8 Pages per Sheet

9 Pages per Sheet

%Pwﬁiﬁ 16 Pages or Shos Click the Arrow and select the number of Pages per Sheet to print.
Es:::::s‘zer . Poster [2x 2]

On the Canon 5020, this setting is found on the Page Setup Tab.

Poster [4 = 4]

5 Orientation ——
.
i
S

D E
Page Layout: 1 Page per Shest

[~ Manual Scaling

Auto Scaling 100 _,::' % (25 o 400]

Letter [Scaling:Auta]

View Setlings | e [CONFIDENTIAL =]
Edit W/ atermark.
Custom Faper Size | Page Dptions. | Restore Defaults |

ag I Cancel | Help |
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