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Step 1) Download Attachment 

Click “Download” icon Click “Download” link 
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Step 2) Open the File 

1) This window will appear after a 

few moments.  Click “Open with”. 

2) Click “OK” and wait for the 

file to download. 

This bar will appear at the 

bottom of the screen after a few 

moments.  

Click “Open” and wait for the 

file to download. 

Internet Explorer 

Firefox 
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Step 3) Print the File 

Instructions for how to print the file varies depending on the file type: 

Step 3a) PDF Documents 

Step 3b) Word Documents 

Step 3c) Pictures 

Step 3d) ZIP Files 
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2) Click “Print” Button 

Number of pages 

Print Preview 

Step 3a) PDF Documents 

Number of pages 

1) Click “Print” Icon in Toolbar 

Price per Page: 

$0.15—text, maps 

$0.50—half page graphic 

$1.00—full page graphic 

Prints are in black and white 
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Step 3b) Word Documents 

1) Click “File” 

2) Click “Print” 

3) Click “Print” Button 

Price per Page: 

$0.15—text, maps 

$0.50—half page graphic 

$1.00—full page graphic 

Prints are in black and white 
Number of pages 

Print Preview 
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Step 3c) Pictures 

1) Click “Print” in Menu Bar 

2) Then click “Print...” 

3) Choose picture size 

4) Click “Print” Button 

Price per Page: 

$0.15—small photo 

$0.50—half page of photos 

$1.00—full page of photos 

Prints are in black and white 

Print Preview 
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Step 3d) ZIP Files 

1) Double-click on the file you want to print 

2) Go back to Step 3 to print the file 


