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Procedure Statement

You should enter your Project Placement and Completion data before following
this procedure. For instructions on how to enter project results, refer to Procedure

No. T5.3.10 — The Exhibit Results Screen.

The following procedure is available as a demo online at the following location:
http://sharepoint.agriculture.purdue.edu/agit/training/ED%20material/CAPTIVATE/T5 3 11.htm

Procedure Specifics

This procedure will explain how to set up the newspaper sort and to prepare the

file that will be sent to the newspaper.

Setting up the Newspaper Sort

1. Click the Setup button on the main menu.
2. Click the Fair tab.

3. Click the Projects button.

4. Click the blue Find button.
5

Find the projects that you will be working with for the newspaper and

click the grey Find button.

6. Select the appropriate choice for the Newspaper type dropdown list.

Description Crafls Pull down list {®Yes OMo § | Update l

exhibit # /O es. @No ;

ESaz7 ik Ll oafl ahale 4 |

Project Sort

Find Group 2 | oars oup i i Fargow [ dropdown list

¢ Project Sort Label | Newspaper type

7. Click the Update button.

8. Click the Save button.

9. Complete the steps 4-8 if you have more projects.
10. Click the Back button.

11. Click the Main button to return to the main menu.
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Preparing File to Send to Newspaper

1. Click the Exhibit Info button from the Main Menu.
2. Select the radio button beside No under Transfer Find.

3. Click the yellow Exhibit button.
Transfer Find

Click the Find tab.
Click the Find button.
Type the current year in the Year text box.

N oo o s

the newspaper printouts.
8. Click the Continue button.
9. Click the Report tab.

Fill in any other fields (e.g., Project, Ribbon, etc.) that you want to find for

10. In the orange box, select your choice from the Include dropdown box

(choices are None, Club, City, and Both).
11. Select your choice from the Newspaper sort by dropdown list.
12. Click either the Newspaper One Field or Newspaper button.

Include Step 10
Mone

Newspaper sort by Step 11

Note: If you choose Include Club, click either the Yes or No button for
Include Club question.

Note: If you choose to sort by club, click either the Yes or No button if
are asked if you want to break the results by club.

13. The report will be displayed on the screen.
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14. Select File — Print from the menu at the top.
15. In the dropdown list by for the Name: select Adobe PDF.

X .
@ = ‘ Step 15 Name:
Prink: IRecords being browsed LI d I’OdeWﬂ ||St
r~Printer
Mame; IAdube FDF %:I\l
Skatus: Ready
Type! Adobe PDF Converter Ste_p 16
Wwhere: My Documents P rOpertleS bU'['[OI’]
Comment: ™ Prik to file
r—Print range Copies
= al Mumber of copies: 1 3:
Cp From: | 1 toe | 1
aaes e § ﬂl Iﬂl ¥ | Collate
Mumber pages From: 1

OLE

’7'_ Update all Links before printing LI
Cancel |

16. You need to check the Adobe PDF printer properties next. Click on the
Properties button in the Print box.
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17. Click on the Properties button for the Print Setup box.

print Setup_ KIES

Frinter

Mame: |.-’-'«dabe FDF j Properties. .. }

Status: Feady
Type: Adobe PDF Converter
“Where: by Documents

Comment: Step 17
Paper Orientation Properties button
Size: |Letter j {+ Partrait

I,

Source: |a’-‘«utomatiu:ally Select j " Landscape
Metwark. ..

Cancel |

18. Click on the Adobe PDF Settings tab in the Adobe PDF Document
Properties window.

Layout ] Paper/Quality [5 Adabe PDF Settings
- Adobe POF Conversion Settings

Step 18
ze thesze settings to create Adobe POF documentz suitable for reliable viewing and printing

(;) of buginess documents. Created PDF documents can be opened with Acrobat and Adobe
Reader 5.0 and later.

Detault S etings: ]Standard LJ Edit..
Adobe PDF Securiy: INone LJ Edit .
Adobe PDF Output Folder ]Prompt for &dobe POF filename LJ Browse.. ||
Adobe PDF Page Size: [Letter | Add...

v Miew ddobe POF resulks
v Add document information — Step 19 UnCheCk

[ Helw on system fonts only; do not use document fonks

¥ Dielete log files for successhul jobs

I ik to replace existing PDF file
/ \ (]S | Canicel

/o

This question may read: Do not send
fonts to "adobe PDF"
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19.

20.
21.
22.
23.

Make sure the question; "Rely on system fonts only; do not
use documents fonts" or if it reads Do not send fonts to *Adobe PDF" is
unchecked.

Click the OK button.

Click the OK button again for the Print Setup box.

Click the OK in the Print box.

In the Save PDF File As dialog box, select the location to save the file and

then type a name for the file in the File name text box.

HE

x| « ®ckE-

Save in: | |5) PDFtemp

= |
&)
iy Recent
d e Step 23 Locate
r
[ your folder
Deskiop
-7

hdy Computer
eflynn on 1144

Step 23 Enter a
filename

by Metvork
Places:

File harne: |e:<arn|:-le.pdf

Save ag type: |F'DF files [*.PDF]

24. Click the Save button.

25. The Adobe Acrobat Professional application window will open after a
short wait.

26. When Adobe Acrobat opens with your PDF data file, Select the
File menu and then Save as.
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27. Locate your folder where you want to save the file.

28. In the Save As dialog box, select Text (Accessible) (*.txt) from the
Save as type dropdown list.

SEvE s ‘Jg‘
Save i | 3 [ & 10
€] Step 27 Locate
My Recent your folder
Documents
f‘_'-
Desklop
My Documents
My Computer
eflynnon 1144,
‘,i] File name: example. tut I:]
WyNetwok  Saveasiyps | Tesk [Accesshbl] (4] \L__J

Step 28 Text (Accessible) (*.txt)

29. Click the Save button.
30. Open Microsoft Word
31. Click File and Open locate the .txt file from above to open the file.

32. Check to be sure it printed okay. If so, it is ready to send to the newspaper
as an attachment.

33. Click on File then Send To then Mail Recipient options.

34. The data opens inside of an Outlook mail message. You can now enter
your email address(s), subject matter and an Introduction note.

35. Click the Send a Copy to mail your results.
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