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

73.9 million

CUTTING TO THE CHASE - HOW YOU CAN HELP THE CITY SAVE PAPER

YOU can help the City save millions of sheets of paper a year. How??

EASY!!

There are approximately 11,000 employees who work for the City of Seattle.
If EACH employee printed ONE LESS SHEET OF PAPER A DAY, we’'d save:

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

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

SO! If each employee printed ONE LESS PAGE A DAY,
the City could save nearly 3 million sheets of paper each year

If each employees printed TWO LESS PAGES A DAY,
the City could save nearly 6 million sheets of paper each year.

See how easy? We ALL can find ways to print a few less pages each day!

sheets = 24 634 fi =
the amount of paper
wsed by Ciby
employees in 2003

ML Rainiar
14,410 fr.

9
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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?
NO. 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.

RIGHT-CLICK the E-MAIL, SELECT MOVE TO ARCHIVE on the MENU T e e
and LEFT-CLICK. The MEessAGE will disappear from your MAILBOX f"_";“:‘: @f‘mj‘t Bt - Gt < i 0| B @13 -
and will be placed in ARCHIVE. et [ oo et
To VIEwW ARCHIVED E-MAIL, go to FILE and CLICK OPEN ARCHIVE. D admsard | Wokewbiweerse 6/o/ov summ
i ‘E Rockel  2PE0 o ;;;r:m ;mj:;l‘:qz;:jn?m
The ARCHIVED E-MAIL will appear in the ARCHIVE MAILBOX. - B8 . - 1
El"ﬂ"-'“'."" " [F1p Dubwickd :; Fomment l;:;'.lzwnz:unm
File Edit Wiew Actions Tools Win . S Gedti = -
Hew b Notice! It Says: 9 i e
Open Archive (Archive) — GroupWise — Mailbox \ -
Cpen Backup ﬁauw,
Open View. .,
Save s, .. e b0
Irnport Docurments. .. Rood Later
Import POP3/IMAR... m .
Proxy... Propestios
Sharing. .. _
:
Properiss AlE-Enter File Edit Yiew Actions Tools ‘Window Help
Erink. .. ZkrHF J @AddressBook E & q | R e Mall - EgglewAppt + MrlewTask ~ 3 | i=| v| B -

Print Calendar. .. JDispIay|<MaiIhox Custom Settings> jJ v - FREDW = qForward v

Retris. T L e [ —— T ————— T —
Made ¥ (® Rocket Squirrel From Subject Date %

i 9 ] : Bulwinkle Moose Bullwinkle's Carner S/28(2004 9:42:40 AM
Exit Alt-+F4 dh Sent Ttems
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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. I

%% Toggle between archived and non-archived items

file Edit Wiew #ctions Tools ‘Window Help
| NewMaiI - Qmewnppt - %NewTask - i3 | H E-
J f - FRepIy - QForward -

0 -

v Cpen archive
Cpen Backup

Jpen Yiew. ..

Save fs..,

Impaort Decuments. .. From Subject Dake o

Impott POPSIMAR., . | = | Bulwinkle Maose Bullwinkle's Carner 5/28/2004 :42:40 &M

Brre.

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 I\/IAF'\"K by it.

CLick to TOGGLE OFF — or UNARCHIVE THE MESSAGE.

%4 (Archive) - Novell GroupWise - Mailbox

File Edit ‘Wiew Actions Tools ‘Window Help
J@AddressBook @ & Q, | NewMaiI v Eldutont - ErlewTask - Yy | i) v| /| -

Eply = qForward -

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

L] St

Fuilhaink|e's Corner

(® Rocket Squirrel
............. & ;
Sent Ttems Open
[ Calendar Wigw
Docurments Save As...
[ Checklist Print...
@ Wark In Progress Filker ...

Date &
SIZ28/2004 9:42:40 AM

(Now, be sure to TURN OFF ARCHIVE
and return to your regular MAILBOX.)

Dial Sender
Delste

Easy, isn’t it? w Delete and Empty

Cakeqgaries 3
Read Later

Mavigate 3

Properties
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HOW TO “COPY” A CABINET FOLDER TO YOUR ARCHIVE

From your NORMAL MAILBOX, DRAG an
E-MAIL to a FOLDER in your CABINET.

49 Novell GroupWise - Mailbox

File Edit “iew Actions Tools ‘Window Help

@7 address Book. @] & G | EMew Mail - S MNewfppt + CErMewTask - Y | = vl /B -

Display I <Mailbox Custom Settings >

Subject Date ©
ARCHIVE the E_MAIL from the CAB'NET FOLDER. = Bulw!nkle IMoose | BDrls.aru:I I‘\.Iatasha “warking Strategy 6{30/Z00% 3:50:31 PM
E3+¥  Bubsinkle Moose archive This One £/30/2004 3:48: 18 PM
[ calendar > "CityOfSeattle GroupWiseTrain Capture an External E-Mail Address 6,/28/2004 4:33:27 PM
& contacts ‘."" fiaca] Bulwinkle Moose Invitation to Reception For The Big Moose 6152004 3:52:09 PM
Documents A !
4 Novell GroupWise - Boris & Natasha E-Mails g cab S = Horner Simpson Harner and Donuts 6/10/2004 11:58:01 PM
y " " X " a[% T Homner Simpson Lost Nuke Away 52004 3:45:41 PM
File Edit Wiew Actions Tools ‘window Help O Frosthite Falls = “CityOfSaattle GroupWissTrain” <co  Capburs an Internst Address 6/8/2004 1:05:10 FM
— . ) ~MAPISP(Internal) = Bulwinkle Moose Bullwinkle's Carner S{ZE/Z004 9:42:40 AM
J & address Book & q | MNew Mal » £ New fppt ~ gt fllew [3 work In Progress = Rocket Squirrel Bioris and Natasha 5/25/2004 2:24:44 PV
[ Checkist <H] Rocket Squirrel Strategy Meeting 4{29/2004 10:30:00 AM
JDispIay IéBoris Matasha E Vl J ﬂ - Reply - Forward - % i“”khM;"?] =T Bulwinkle Moose Matasha's Comment 4f12{2004 12:13:14 PM
rasl
& Boris & Natasha E-Mails
(P Rocket Squirrel
----- 57 Mailbox [1]
dlg sent Ttems Open
Wigw
Save As...
Print...
Filker. .,
-] Frasthire Falls Junk Mai >
0] ~MAPISP{ Internal) Dial Sender
e Regly That FOLDER will be created in the ARCHIVE — CABINET.
[ Checklist Forward
G Junk Mail - - - -
@ Trash [17] Forward as Attachment % (Archive) - Novell GroupWise - Boris & Natasha E-Mails
Delete File Edit “iew Actions Jools ‘Window  Help
Delete and Empty . )
ErErEE L, J %Address Book [= |15y Q | B NewMall ~ Egghew Appt ~ EEHewTask - iy | i| | 0 -

v
Maowe ko Checklist Folder

J Display IAII Items

j] g - FRepIy - ‘Fo

Categoties 3
Read Later | (% Rockst Squirrel Iame Subject Date £
Check In... [#1ls i Bulwinkle Moose Boris and Matasha Working Strategy 6/30/2004 3:50:31 PM |
Mavigate 3
Froperties
[F workIn Progress v

B cabinet
25 [Baris & Natasha E-Mails
T 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.

[_JofFduarc
This is how an ARCHIVE FOLDER OR FOLDERS could appear in your HOME DRIVE.** CS)of9aearc
CNOFITAARC

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 I Tvpe I Date Modified

ﬁ ngwguard.db Z18KE Data Base File 4/8/2004 12:04 PM
ngwguard.dc 102KE DC File 4/8/2004 12:03 PM
"_JI user.db 73 KB Data Base File 4/8/2004 12:04 PM

v

x

4 ‘l..] You are attempting ko open a file of bype 'Data Base File' {.db)
-l
T

These files are used by the operating system and by various
programs. Editing or modifying them could damage vaur syskem,

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

Cancel.
Cpen wWith. .. 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 has 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 its job!

Novell Group¥ise EI

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

[o Cancel

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

GroupWise GroupWise
Your mailbox iz being rebuilt. Cancel | Your mailbox iz being rebuilt. Cancel |
Pagzz1 of 2 Pagzs 2 of 2

If you want to be an ARCHIVE-SAVVY USER, you should run these MAINTENANCE ROUTINES on your ARCHIVE as a PREVENTIVE
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.
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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

= | PapeCuts Lunch & Learn =l [2) PaperCuts Lunch & Learn

File Edt View Favorites Tools Help Wew Folder I E-Mail Communications
I Y
Create Shotheut @ Shortcut
Go to the E-MAIL you want to save. CLICK the SAVE BUTTON on the TOOLBAR. Or, go to FILE — SAVE As
% Mail From: Bulwinkle Moose =10 x| | File Edit '-u-'tgw Actions  Tools
File Edit Wiew Actions Tools Accounts Window Help ey »
J 3 Close Reply 4 Fu:urward 4 ﬂ v| i i 5 _E'L“ =% I O | |E * m
- Siave Wigw. .,
il |F'r|:||:|erties I Personalize I attachments »
Soumds. ..
Properties Alt+Enter

SeCurty Properties

Frint. .. Ctrl4+P

ooy |

Cloze

b me ob el T jusk heard that Boris Badenoy and Makasha Fatale have defected ko the CIAIN They've had it with
Fearless Leader - and they're sick of chasing us!

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

Bulwinkle
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The SAave WiNDow will appear with the
MESSAGE SELECTED.

Itemnsz to zawve:

Baris ahd Matazha Defectad

ISave to Digk j

Save file az:
IEDris and Matasha Defected doc

Current directary:
IE: “MovelhGroupiwise

Bmwse...[ I

— v Report file name conflicts

Browse For Folder

Select Folder

[2) Tooneille ;I
|(J) Frosthite Falls
|J) Fractured Fairy Tales
B[ Jav Wiard ==l
) Professor Peabody
= |J) Rocket J. Sguirrel <
=

Kl

Folder: I Rocky's Docurments

o]

fake Mew Folder |

CLicKk BRowsE for the BROWSE FOR FOLDER. SELECT MY COMPUTER

Browse For Folder

Select Folder

2%

ﬂﬁ' Deskiop

_éM Comput

() My Documents

"3 My Mebwork,

CES

/

Folder:

Make MNew Folder |

I My Documents

o]

Cancel |

4

BrowseE until you find the
21xl| cqrrect FOLDER — CLick OK.

Hot Tip!!

If you don’'t have a FOLDER for
your e-mail, you can create
one from here.

BROWSE to the DRIVE and
PRIMARY FOLDER you want to
place the new FOLDER

Click MAKE NEW FOLDER, enter
a new name and click OK

Browse For Folder

Select Folder

21|

1]

|23 Meeting Preparation Checklist ;I
23 NED

23 M5O

12 ©nline Application System Toolkit

= |2 PaperCuts

) Folder

erCuts Lunch & Learn -
. [ _I

e

F 12 |Pap

Folder: I Mews Folder
Make Mew Folder I K | Cancel |
A A 4
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CLICK SAVE. The E-MAIL will be MARKED as SAVED.
21x] 2lx
Itemsz bo zave: Ibems bo save: Save[: I
Boriz and Matasha Defected Bori d Matasha Defected .5 d
riz and Matasha D ariz and Matasha Defects ave Close |
TIP:
You can RENAME
[Save ta Disk = the E-MAIL before [Save to Disk =l
Savefile az saving It. Go to Save file az
IH-:I_I,J Smokes - Boriz and Matasha Defected. doc the SAVE FILE AS IH-:I_I,J Smokes - Boris and Matasha Defected. doc
field, HIGHLIGHT _
Current directory: and TYPE in a Current directan:
IG:\Jay WardsRocket J. SquirelRocky's Docu Erowsze... | IG:Ua_I,J WwardWRocket J. SquinelhRocky's Docu Erowze... |
NEW FILE NAME.
— v Repart file name conflicts —{v Repot file name conflicts
The Saved E-Mail Retains the FROM — TO — Erom: Eulvindsle Hooce
DATE — SUBJECT lines for doucmentation To: Simpson, Bart; Simpson, Homer; Sogquirrel, Rocket
purposes. Date: PALSEOO05 101638 AM
Subject: Bori=s and Natasha Defected
As you can see, a Saved E-Mail looks like a Bk
. ocky,
Plain Text Docuument. ¥
Boris and Natasha just defected to the CIA!!l They've had it with Fearless
If you want to Change the Font, go to Edit- Select | Leader and they're sick of chasing us. Do you think we'll be out of a job?
All — (or Triple Click in the margin), then select ECEER
the Font of your choice. Eual Link Le
This method saves one e-mail per page.
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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.

-1 x| D'ohl
File Edit Yiew Actions Tools ‘Window Help ’
|J M dose Elreply - Efomard - %3 - | = @ & B | | Bart said not to have a cow, but [ lost a can of Official Springfield Muclear Power Plant Muke

Away Soray Cleaner, Twas just eating a few doruts and they wene gone! Got to find it before
Srnithiers and Burns fire e T bet Flanders stole it
Homer

Mail |Properties | Personalize |

You have to add that information:

Frarm. Hormer
Toe Rocky, Bullwinkle, Bart
Date Fie

Subject Lost Can of Muke Away

Bart said not to have a cowe, bt T lost a can of Official Springfield Muclzar Power Plant Muke
Bweay Spray Cleaner, Twas just eating a few donuts and they were gonel  Got to find it before
Smithers and Burns fire me. I bet Flanders stole i,

=l Hormer

PAGE 10
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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

paper if you absolutely must print the e-mails.

From: Hormer HOT TI P:
To: Rocky, Bullwinkle, Bart
Datg L6
Subject  Lost Canof ke Away If this method appeals to you, create a “ Master Template”
Dokl that contains the FROMTO-DATE-SUBJECT lines.
Bart said not to have a cow, but T lost a can of Official Springfisld Muclear Power Plant Nuke
Bweay Spray Cleaner, Iwas just eating a few doruts and they were gone! Got to find it befare
Srithers and Burns fire me. T bet Flanders stole it. )
Harner from:
Cats: S
Subjact:
From: Bart
To: Rocky & Bulkwinkle
Diate: 7iie From
Subiject: Joke's on Homer Ta:
Catu: i
Raocky & Bullwinkle, S ect:
Don't tell Homer, bt T have his Muke 2aeeay, T et birm sweat for anbour o so, and then it
reaptear, Gotta amuse myself sornehowe,
Bart .T-‘_Dm:
[z}
HOT TIP — FORMAT PAINTER: {;f Sobisct
When you COPY and PASTE the text of an e-mail to as existing WORD,
doc, the FONT will be different. Here’s a quick way to change it From:
o |
Place your Cursor on an existing line in your document. Click the
FORMAT PAINTER located in the STANDARD TOOLBAR — first row.
Fram
Bring your CURSOR down to the TEXT you want to CHANGE. Your Tab:

CURSOR will look like a PAINT BRUSH. AT

Simply HIGHLIGHT the TEXT you want to CHANGE, and the
FORMAT PAINTER will apply the SELECTED FONT STYLE and SIZE.

sul:-j'ect:

PAGE 11
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HOW TO USE HYPERSNAP TO SAVE MULTIPLE E-MAILS ON ONE PAGE

HyperSnap

HYPERSNAP is a SCREEN CAPTURE program. All the SCREEN SHOTS in this documen were created with HYPERSNAP.

The program is on the CITY’'S NETWORK — meaning it’'s available without purchasing a new licence. If you want HYPERSNAP,
call 6-1212 and tell them you like to add HYPERSNAP to your desktop.

To take a SCREEN SHot of an e-mail and paste it into a Worp Doc, click the HYPERSNAP Icon Hypersnap-Di |
on your desktop or in your system tray T

HYPERSNAP will open. You'll see this WINDOW.

f-':;':.'.:'HyperSnap—Dx - |EI|5|

: Fle Edt Wiew Capture Image Color  Options  Tools  Wwindow Help

* The 2 Buttons you’ll most often use use are
Capture Window or Capture Region

=

The most practical button to use to Capture
an E-Mail is CAPTURE REGION.

Press F1 kev for important help! Img Size: [::000000 |v:000000 %
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How To Do “ CAPTURE REGION”

NOTE: When you're in CAPTURE REGION mode, your CURSOR will turn =
into a CROSS with a small CIRCLE in the middle and a FRAME will eminate from S
the CURSOR. Your CAPTURE will begin from the BOTTOM RIGHT CORNER. ®---------------F----- >

Hvperanap-Dix

-

1. OPEN the e-mail you want to capture. Then, click the HYPERSNAP ICON to get the HYPERSNAP WINDOW.

i
%= Mail From: Bulwinkle Moose =1Ol =l
2. SELECT CAPTURE REG'ON File Edit W“iew Actions Tools  wWindow Help
“ 3 Close Reply - Forward L v| = A 5 | = I | |
3. Mal | properties | Personalie |
LEFT CLICK and DRAG over the area you want to Ff?“f
CAPTURE - a FRAME will surround the area. e—— o

Subject:

Rocky,

Boris and Matasha just defected to the CIAIL They've had it with Fearless Leader and they're sick of chasing us.
Do you think we'll be out of a job? Hope they don't lay us offl

Bullwinkle

4
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2" HyperSnap-DX - [Snap3]

- There is & new version of HyperSnap-Di< at Hyperianics web sitel Hide
4. CLicK. The CAPTURED REGION will EAsi e i ok ot aot vorsen 5591 |
ST Fle Edit wiew Capture Image Color Options Tools Window Help

appear in the HYPERSNAP WINDOW . DEHEHUS BA@sHE 20 B E e (6 o -

[¢m@Exs -cpouRu@marsa- |/ —-ODoommem-o- 8- -&-|—/

File Edit view Actions Tools Window Help
“ X cose EReply - Cdroward - B - | B0 2 G | e s [

Mail IPmDErties | Personalize I

5 4:13:57 PM

Rocky,

Boris and Natasha just defected to the CLAI They've had it with Fearless Leader and they're sick of chasing us.

5. GO to EDIT _ COPY OI’ CTRL_C to COPY z:lij:ksmkwe'u be out of a job? Hope they don't lay us offl
the E-Mail

6. Then open a new or existing WORD DOC
and PASTE the E-MAIL SCREEN SHOT.

7. With this method, you can save

several e-mails per page. 2. Mad From: Bulwinkle Moose =loix]
Fle Edt View aActors Toos Window Hep

| ke Fney - TPtorerd = F - = @ B @ M W & T

From: [

Ton

Subject: Bor

Rocky,

Bors and Matasha just defected to the CLAN They've had it with Feadess Leader and they're side of chasing us
Do you think wel be out of a job? Hope they don't lay us offt

Bubwirlde
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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

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

Filz Edit Yiew Acti!g Tools  Window Help

=101 x|

J @ & Q [ ‘ Newnppt - %NewTask v| %Delagate er mBusySearch |

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

O E G bs @Elleos s+

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

@ Dentist (Frostbite
Falls Dental Building)

i Frosthite Falls -
Springfield Gala
Strategy Meeting

[(Souirrel Wania)

W WWork Out with
Dudly Do-Right

@ PaperCuts Lunch &
Learn (SKT 1650)

e Contract
Megotiations with
Animators (Frosthite
Falls Labor Hall

% Online Show: All Categ
Appointments: Reminder notes:
5 7 0 (| [ *Take lunch to waork =]
Tuesday Am 30
July &, 2008 g
407 PM i <1
' © 00| [@ Dentist {Frostbite
an 30| | Falls Dental Building)
m
SMTWTFS
Lo |
(12| [110 .
3 4[5]6 78 0 am 30 =
10 11 12 13 14 15 16 1200 @ Work Out with Tasks:
17 18 19 20 21 22 23 Pt 30 Dudly Da-Right O | Buy Study Guide for B
24252627 282930 1 0 Diamsel in Distress Seminar
31 Pw 30| | Contract O | Draft Peace Agreement and
oo Megotiations with Send to Fearless Leader
S r\?ugui\t‘, 2.:.:"]'5: S F%ﬂ 30| | Animators (Frosthite | Prep for Negotiations
129456 3 0 Falls Labar Hall) | Review Past Labor
7 8 910111z13| [PM 30 - Agreements =
14 15 16 17 15 19 20 10 ||7;‘EV2EIDE Dili 47P 4310 4365
21 2223 24 25 26 27 ]
28 29 30 31 5 W0 Monday July 4, 2005
P 30 ~ g 00[[@  4ihof July
ﬁ 92 A Ah 30 Celebrations
(Frosthite Falls State
0 Park)
® 1 D oo
. An 30
Day View 1100
An 30
. oo
Week View o [127
1 00
Ph 30
2 m
Pr 30
3 0
Pt 30

0
0

@ Share Paper Cuts
Inifo with Co-\Workers

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

Friday July &

@ Detante Meeting
with Boris & Matasha
WYhassamatta U
Graduate School of
International Relations
Room 160)
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PaperCuts Tips & Tricks — How to Use GroupWise Features to Save Paper

WHEN YOU MUST PRINT .. .. SOME TIPS ON HOW TO PRINT FEWER PAGES

The following screen shots are specific to a Canon 5020 Copier/Printer. When using your printer, the basic
steps will remain the same, but the appearance will be different.

TO SET YOUR PRINTER TO PRINT ON BOTH SIDES OF THE PAPER:
Go to File — Print. Click Properties The Properties Window will appear.

_ illl &5 CANONS020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Properties 21|
Eile erinter Pags Selup | Finishing | Paper Source | Qusity | [
|§ Brint. .. [\Ctrl-'-P Mame: [ S8 \CITY_SEATTLE\CANONSIZO-SMTS4C-1 Personnel ESD v | Praperties b Dutput Method: | S Print v
Status: Idle .
Find Printer. .. . =
Send -|-|:|l""E , Type: Canon iRSO20fiRE020 PCLE = 8= % PR e [Leter =
= whers:  YINDPSD3 I Print to file B 2% gupue Siee: [Match Pags Size =
¥ Comment: I~ Manual duplex /W
7 i Copies: 1=] 1110 2000)
rPage range Copie: p Orientation
* Murmber of copies: |[| E‘ o o & Pomait [A) € Landscape
. Current page £ Selection 1 )
“ 5
" Pages: 11 v Collate Page Lapout I 1 Page per Sheet j
Enter page numbers andfor page ranges 1 ™ Manual Sealing
separated by commas, For example, 1,3,5-12 =
Auta Soaling 100=] 2 (25 10 400]

Letter [Scaling:Auta]

: rZoom
Print what: IDUcumant j View Setings I~ watemark, [CONFIDENTIA =l
Pages per sheet: |1
Print: |n|| Fasiares j ges per sh page hd Edit Watermeark. .
Scale to paper size: |Mo Scaling ¥

Custon Paper Gz, | FageOptions... | Restore Defauls |

Cancel | 0K I Cancel | Help |

&% CANDONS020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Properties ﬂil

Page Setup  Finishing |Paper80ulce| Qualltyl

Prafile: I' Default Settings j |[|1;/| Dutput Method Im

Cha Pin Sl —— Click the Tabs until you find Print Style. On the Canon 5020,
1-sided Printing ¥ |t’s the FlnlShIng Tab-

1-sided Pinting « Select 2-Sided Printing.
Click OK and Print

Gutter...

Boaoklet Printing

ELE]
:  Collate [V Difset
D_J © Group ™| Fitate
= - " Staple I~ | Hole Punch
Cetteilseaing 2:io] Staple Fostion:..
View Settings
Faper Dutput: Auto j
Advanced Settings... | Restore Defaults |

0] I Cancel Help |
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PaperCuts Tips & Tricks — How to Use GroupWise Features to Save Paper

HOW TO PRINT MULTIPLE PAGES ON ONE SHEET OF PAPER

Go to File — Print. Click Properties The Properties Window will appear.
FIlE _ 2x] &% CANONS020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Properties 20|
= rPrinter Page Selup | Finishing | Paper Seurce | Qualty | S
|§ Print. .. [\CtrI+F‘ Name: [ 558 WCITY_SEATTLE\CANONS020-SMTS4C-1 Personnel ESD = | Properties [f : ercte: S TR - -, =
Status: Idle .
Send To 3 Type: Canon iRSO20/iR6020 PCLE A B=] gl Page Size: [Letter =l
- Where: VNDPSO3 [ Print ko file - 0 . E
¥ Comrment: ™ Manual duplex. L mﬁ 8l Qutput Sie: [Match Page Size =
= . Copies: 1= [1102000]
eI I [ I =% P Orientation
ﬁ imﬁnt - S Murber of copies: |[| E ; G ( (-‘ Portait [A]C Landscape ‘
& gl
5
" Pages: 11 IV Collate - Pags Layout | 1 Page per Sheet j
Enter page numbers andfor page ranges '
separated by commas, For example, 1,3,5-12 I Manual Sealing
Auto Sealing: 100 _,::' % [25 ko 400]

j 200 Letter [Scaling.Auta]

™ watemark: COMFIDENTIAL had
Pages per shest: Il page - &I I e
Edit/atermark.
Scale to paper size: IND Scaling -

Custom PaperGiee. | Page Dptions | RestoeDetauts |

Options. .. | Cancel | oK I Cancel | Help |

Print what: IDocument

Print: IAII pages in range j

4 Pages per Sheet
&% CANDN5020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Proj 5[
E Pages per Sheet
Page Setup |Finishing| F'aperSuun:El Qualit_l,ll F' 1
ind a setting called Page Layout.
Prafile: ° Default Settings - ﬂEf AT
J = 9 Pages per Sheet . .
oo 16 Pagespor Shest Click the Arrow and select the number of Pages per Sheet to print.
E s:tf::_s‘ze: Poster [2 % 2] i . .
- B Pt On the Canon 5020, this setting is found on the Page Setup Tab.
@ Poster [4 = 4]

Page Lapaut:

1 Page per Shest
[~ Manual Scaling
Scaling 100_.? % [25 b 400]

Letter [Scaling:Auta]

iew Settings | I~ watemark: IEDNFIDENTIAL j
Edit W/ atermark...
Custam Faper Size... | Page Options. .. | Restore Defaults |

Ok I Cancel | Help |
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