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                                                                                1 Accessible PDF Getting Started Types of Documents best suited for PDF on the Web Document is longer than 5 pages. You need to preserve the formatting or layout of the original document, e.g., for printing. Footnoted, endnoted, or sidenoted documents. Multimedia presentations embedded by later version of PDF, because they include captions and/or audio descriptions. Documents with a legally restricted format, e.g., U.S. tax forms. Documents with digital rights. Documents with multiple columns, particularly if figures and illustrations are included. The document s language (English, Spanish, Chinese, etc.) is specified. All fonts used within the document can be converted to text. The PDF file s security settings don t interfere with assistive technology. Acrobat XI Pro Note: There is not an accessibility Quick Check tool in Acrobat XI Pro. Using PDF Accessibility Full Check 3. Place the cursor over Tools and select a. The Tools panel appears to the right of the document. 4. In the Accessibility section, click Full Check. 7. The results panel will appear to the left of the document, example: 8. Use the + button to view the detailed issue(s), example: What Makes a PDF Accessible? The PDF is a searchable text file (not an image-only scan). All form fields contained within the PDF area accessible. The document s structural elements are indicated by tags (similar to HTML tags). The document s reading order is clear and easy to follow. Descriptive alt text is provided for all charts, tables, links, graphics, and non-text elements. The file has navigational aids to guide users through the document. a. The Accessibility Checker Options 5. If desired, edit the accessibility checker option(s). a. Note: In the Report Options section, if Create an accessibility report is checked, then a HTML formatted report will be created in the selected folder. 6. Click Start Checking. Fixing Accessibility Issues 1. In the Accessibility Checker pane, navigate to the desired issue, e.g., Title Failed. 2. Right-click the issue > click Fix. 3. Fix the issue. Help Desk: helpdesk@ipfw.edu Page 1
                                            










                                            2 4. Save the document. Viewing Accessibility Report Note: This will only work if Create an accessibility report is checked when using the Full Check tool. 1. After using the Full Check tool for the desired PDF document, in the Accessibility section, click Open Accessibility Report. a. The Accessibility Report panel appears at the left side of the document. Checking Image-Only PDFs Image-Only PDF: Reports whether the document contains non-text content that is not accessible. 3. Move the cursor over Tools and click a. The Accessibility panel appears at the right. 4. Under Accessibility, click Full Check. a. The Accessibility Checker Options 5. In the Checking Options section, un-check Document is not image-only PDF. 6. If desired, edit any remaining option(s). 7. Click Start Checking. Checking Reading Order 3. Move the cursor over Tools, and select a. The Tools panel will appear at the right side of the document. 4. In the Accessibility section, click Touch Up Reading Order. a. The Touch Up Reading Order window appears. 5. The reading order numbers appear on the document, example: 6. To view all the reading orders, at the lower right corner of the Touch Up Reading Order window, click Show Order Panel. a. The Show Order panel appears at the left side of the document. 7. Click Close to exit the reading order mode. Arranging Reading Order 1. From the menu bar, click View. 2. Move the cursor over Show/Hide > Navigation Panes. 3. Click Order. a. The Order pane appears at the left side of the document. 4. Click the + button to expand the desired page. 5. To arrange the element order, drag the desired element and drop to the new location, example: Using the Read Out Loud Tool Note: You can also use the Read Out Loud tool to check the logical reading order. 1. From the menu bar, click View. 2. Move the cursor over Read Out Loud and click Activate Read Out Loud. 3. To start reading: b. Click Read This Page Only or Read To End of Document. c. Note: Acrobat will start reading. 4. To pause or stop reading: Help Desk: helpdesk@ipfw.edu Page 2
                                            

                                            3 b. Click Pause or Stop. 5. To deactivate the Read Out Loud feature: b. Click Deactivate Read Out Loud. Tagging Artifact Elements Note: You can remove decorative and irrelevant page elements from the tag structure by redefining them with the Background (artifact) tag. 3. Move the cursor over Tools and click a. The Accessibility pane appears at the right. 4. Under Accessibility, click Touch Up Reading Order. a. Note: The Touch Up Reading Order 5. Navigate to the desired item, e.g., footer. 6. Highlight the item. 7. In the Touch Up Reading Order window, click Background. 8. Click Close to exit. Adding Alternate Text to Images a. The Tools panel will appear at the right side of the document. 4. In the Accessibility section, click Set Alternate Text. 5. In the pop-up window, click OK. 6. In the Set Alternate Text pop-up window, use the left or right arrow button to navigate to the desired image. 7. Enter the Alternate text. 8. Repeat step 6 and 7 to add alternate text for more images. 9. Click Save & Close when finished. Creating Accessible Hyperlinks 1. From the toolbar, click the Selection Tool icon. 2. Use the selection tool to highlight the desired text from the document. 3. Right-click the highlighted text and select Create Link. a. The Create Link 4. In the Create Link window, edit the desired option(s). 5. Click Next. 6. Enter the link URL. 7. Click OK. Adding Bookmarks to a PDF Document Note: Bookmarks helps readers to navigate PDF documents. Bookmarks are placed at the next insertion point. 1. On the toolbar, click the Selection Tool icon. 2. Highlight the text to bookmark. 3. Right-click the selected text and click Add Bookmark. a. The Bookmarks panel will appear at the left side of the document. 4. Edit the bookmark. Acrobat X Pro Using PDF Accessibility Quick Check 4. Click Quick Check. Using PDF Accessibility Full Check 4. Click Full Check. 5. Edit any desired options. 6. Click Start Checking. Adding Alternate Text to Images Help Desk: helpdesk@ipfw.edu Page 3
                                            

                                            4 2. From the menu bar, click Tools > Advanced Editing > TouchUp Object Tool. 3. Select the image that needs alternate text. 4. Click Properties. 5. Click the Tag tab. 6. In the Alternate Text dialog box, enter the alternate text for the image. 7. Click Close. Adobe Reader X Using PDF Accessibility Quick Check 1. In Adobe Reader X, open the desired PDF file. 2. From the menu bar, click Edit. 3. Move the cursor over Accessibility, and select Quick Check. Saving an MS Office File as a Tagged PDF Document 1. Click the FILE tab > Save As. 2. Click the Browse icon. a. Note: This step is only required if using Office b. The Save As dialog appears. 3. Navigate to the desired location. 4. In the File name field, enter the desired name. 5. Click the Save as type drop-down list and select PDF (*.pdf). 6. Click Options 7. In the Include non-printing information section, make sure Document structure tags for accessibility is checked. 8. Click OK. 9. Click Save. Accessibility Checklist Basic Elements Have you determine whether PDF is the appropriate format to use? Has a separate accessible version of the document been provided when there is no other way to make the content accessible? (Example: An organization chart) Has a visual check been performed on the document to ensure that no hidden data from Word (or other applications used to create the original document) is present in the PDF file? Have all comments, sticky notes, and reviews been removed from the PDF document? Does the document file name not contain spaces or special characters? Is the document file name concise, generally be limited to characters or less, and does it make the content of the file clear in the context in which it is presented? Does the document use recommended fonts: e.g., Verdana, Arial, Tahoma, or Times New Roman? Have PDF document properties for Title, Author, Subject (A.K.A. Description), Keywords, Language, and Copyright Status been applied? Have bookmarks been included in all PDFs that are more than 9 pages long? Do all URL s contain the correct hyperlink and display the fully qualified URL (i.e.,   and not   Are all URL s linked to the correct Web destinations? Document Layout and Formatting Have Acrobat Accessibility Tags been added to the document? Does the document have a logical reading order; i.e., is the tab order correct? Have you run a Full Check to see what is needed to be fixed? Have documents with multi-column text, tables, or call-out boxes been checked for correct reading order using the Acrobat Pro Read Aloud function? Document Image Requirements Do all images, grouped images, and nontext elements that convey information have alternative text descriptions? Is the document free of scanned images of text? Do complex images provide a reference to the descriptive text of the image? Help Desk: helpdesk@ipfw.edu Page 4
                                            

                                            5 Document Image Best Practices Are multiple associated images on the same page (e.g., boxes in an organization chart) grouped as one object? Have all multi-layered objects been flattened into one image and has one Alternative Text (Alt Tag) been provided for this image? Document Table Requirements Do all data tables in the document have Row and Column headers? Are tables being used to create a tabular structure (not tabs or spaces)? Do all data tables in the document have a logical reading order from left to right, top to bottom? Are data cells in the tables logically associated with the Row/Column Header elements? If the table is a simple table, does it have scoping applied to the appropriate Row/Column Headers? If the table is a complex table, does it have id and header attributes to associate the data cells with the column/row headers? Are all table cells, with the exception of those associated with the Header Row, designated as data cells? Help Desk: helpdesk@ipfw.edu Page 5
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        Create a PDF File Now that you ve seen what an ETD looks like and how to browse the contents, it s time to learn how to convert your own thesis or dissertation into a PDF file. There are several different    
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        Adobe Acrobat X Pro Creating & Working with PDF Documents Overview Creating PDF documents is useful when you want to maintain the format of your document(s). As a PDF document, your file maintains its    

    
        More information 
    




    
        There are several ways of creating a PDF file using PDFCreator.
    

    
        
        it Information Information Technology Services Introduction Using you can convert virtually any file from any application into Adobe Portable Document Format (PDF). Documents in Adobe PDF preserve the    

    
        More information 
    




    
        Business Analytics Enhancements June 2013
    

    
        
        Business Analytics Enhancements June 03 Enhancement Summary June 03 Item # Site Location Enhancement Welcome Page New style - Fonts and colors have changed as a result of the enhanced reporting engine    
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        MICROSOFT ACCESS 2007 BOOK 2 4.1 INTRODUCTION TO ACCESS FIRST ENCOUNTER WITH ACCESS 2007 P 205 Access is activated by means of Start, Programs, Microsoft Access or clicking on the icon. The window opened    
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        MS Word, Part 3 & 4 Office 2007 Line Numbering Sometimes it can be helpful to have every line numbered. That way, if someone else is reviewing your document they can tell you exactly which lines they have    
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        Adobe Acrobat 6.0 Professional Manual Adobe Acrobat 6.0 Professional Manual Purpose The will teach you to create, edit, save, and print PDF files. You will also learn some of Adobe s collaborative functions,    
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        Introduction to Microsoft Access 2010 A database is a collection of information that is related. Access allows you to manage your information in one database file. Within Access there are four major objects:    
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        Website: http://etc.usf.edu/te/ Google Docs is a free web-based office suite that allows you to store documents online so you can access them from any computer with an internet connection. With Google    
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        28 VIRTUAL EXHIBIT Virtual Exhibit (VE) is the instant Web exhibit creation tool for PastPerfect Museum Software. Virtual Exhibit converts selected collection records and images from PastPerfect to HTML    
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        Microsoft Access 2010 handout Access 2010 is a relational database program you can use to create and manage large quantities of data. You can use Access to manage anything from a home inventory to a giant    
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        Creating Forms With Adobe LiveCycle Designer 8.2 Instructional Media Center HCC Version 2 Modified Date 1/20/10 Learning Objectives: At the end of this training session the student will be able to use    
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        Page Numbering for a Thesis or Dissertation Tip: Add Page Numbering to your document after you are finished making all edits. After the page numbering has been added, then add the Table of Contents and/or    
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        Creating Web Pages With Dreamweaver MX 2004 1 Introduction Learning Goal: By the end of the session, participants will have an understanding of: What Dreamweaver is, and How it can be used to create basic    
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        Getting Started Before you begin create a folder on your desktop called DreamweaverTraining This is where you will save your pages. Inside of the DreamweaverTraining folder, create another folder called    
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        WORD PROCESSING In this session, we will explain some of the basics of word processing. The following are the outlines: 1. Start Microsoft Word 11. Edit the Document cut & move 2. Describe the Word Screen    
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        Using the Acrobat tab in Microsoft Word: Setting PDF Preferences IT Documentation Team, January 2015 (Reviewed July 2015) If you have Adobe Acrobat Pro XI installed on your PC 1, you ll see an additional    
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        Overview Using Microsoft Word to Create Your Theses or Dissertation MsWord s style feature provides you with several options for managing the creation of your theses or dissertation. Using the style feature    
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        Adobe Dreamweaver CC 14 Tutorial GETTING STARTED This tutorial focuses on the basic steps involved in creating an attractive, functional website. In using this tutorial you will learn to design a site    
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        Creating and Managing Online Surveys LEVEL 2 Accessing your online survey account 1. If you are logged into UNF s network, go to https://survey. You will automatically be logged in. 2. If you are not logged    
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        Maximizing the Use of Slide Masters to Make Global Changes in PowerPoint This document provides instructions for using slide masters in Microsoft PowerPoint. Slide masters allow you to make a change just    
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        Producing a Thesis Using Word Workbook Edition 4 May 2013 Document Reference: 3726-2013  Producing a Thesis Using Word Contents 1. Introduction University regulations... 1 Planning your document... 1 Using    
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        This document illustrates how to digitally sign PDF documents using Acrobat Reader 11. The illustrations assume that the user already has a digital certificate. You will need the latest version of Adobe    
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        Introduction to dobe Acrobat XI Pro Introduction to Adobe Acrobat XI Pro is licensed under the Creative Commons Attribution-NonCommercial-NoDerivatives 4.0 International License. To view a copy of this    
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        PUBLISHER-HYPERLINKS When a hyperlink in Publisher is clicked it can open another Web page, a picture, an email message, or another program. This feature works for documents that will be saved as a PDF    
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        HTML Module: The most widely used module on the websites. This module is very flexible and is used for inserting text, images, tables, hyperlinks, document downloads, and HTML code. Hover the cursor over    
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        Mail Chimp Basics Mail Chimp is a web-based application that allows you to create newsletters and send them to others via email. While there are higher-level versions of Mail Chimp, the basic application    
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        1 Unlike a word processor, the pages that you create for a website do not really have any order. You can create as many pages as you like, in any order that you like. The way your website is arranged and    
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        CREATING A NEWSLETTER IN ADOBE DREAMWEAVER CS5 (step-by-step directions) Step 1 - DEFINE A NEW WEB SITE - 5 POINTS 1. From the welcome window that opens select the Dreamweaver Site... or from the main    

    
        More information 
    




    
        Instructions for Creating an Outlook E-mail Distribution List from an Excel File
    

    
        
        Instructions for Creating an Outlook E-mail Distribution List from an Excel File 1.0 Importing Excel Data to an Outlook Distribution List 1.1 Create an Outlook Personal Folders File (.pst) Notes: 1) If    
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        Creating assets in Pebble+ There are two ways of creating assets in Pebble+, adding files and completing Pebble+ templates. Adding files You can add file to your assets using Add new File. You then add    
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        Web Intelligence User Guide Office of Financial Management - Enterprise Reporting Services 4/11/2011 Table of Contents Chapter 1 - Overview... 1 Purpose... 1 Chapter 2 Logon Procedure... 3 Web Intelligence    
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        Adobe Acrobat 9 Pro Accessibility Guide: Creating Accessible Forms Adobe, the Adobe logo, Acrobat, Acrobat Connect, the Adobe PDF logo, Creative Suite, LiveCycle, and Reader are either registered trademarks    
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        -SoftChalk LessonBuilder- SoftChalk is a powerful web lesson editor that lets you easily create engaging, interactive web lessons for your e-learning classroom. It allows you to create and edit content    
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        Creating Hyperlinks & Buttons Adobe DPS, InDesign CS6 1 Creating Hyperlinks & Buttons InDesign CS6 Hyperlinks panel overview You can create hyperlinks so that when you export to Adobe PDF or SWF in InDesign,    

    
        More information 
    




    
        Web Ambassador Training on the CMS
    

    
        
        Web Ambassador Training on the CMS Learning Objectives Upon completion of this training, participants will be able to: Describe what is a CMS and how to login Upload files and images Organize content Create    
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        Creating Forms with Acrobat 10 Copyright 2013, Software Application Training, West Chester University. A member of the Pennsylvania State Systems of Higher Education. No portion of this document may be    
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        Adobe Acrobat: Creating Interactive Forms This document provides information regarding creating interactive forms in Adobe Acrobat. Please note that creating forms requires the professional version (not    
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        Creating a Website with Publisher 2013 University Information Technology Services Training, Outreach, Learning Technologies & Video Production Copyright 2015 KSU Division of University Information Technology    
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        Creating Personal Web Sites Using SharePoint Designer 2007 Faculty Workshop May 12 th & 13 th, 2009 Overview Create Pictures Home Page: INDEX.htm Other Pages Links from Home Page to Other Pages Prepare    
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        Preparing Your Thesis with Microsoft Word 2010: How to use the Rensselaer Polytechnic Institute Template Files Contents 1. Introduction... 2 2. Downloading the RPI Thesis Template and Prototype Files...    
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        Creating a Patch Management Dashboard with IT Analytics Hands-On Lab Description This lab provides a hands-on overview of the IT Analytics Solution. Students will learn how to browse cubes and configure    
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        MICROSOFT OUTLOOK 2010 WORK WITH CONTACTS Last Edited: 2012-07-09 1 Access to Outlook contacts area... 4 Manage Outlook contacts view... 5 Change the view of Contacts area... 5 Business Cards view... 6    
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        WHAT S NEW IN WORD 2010 & HOW TO CUSTOMIZE IT The Ribbon... 2 Default Tabs... 2 Contextual Tabs... 2 Minimizing and Restoring the Ribbon... 3 Customizing the Ribbon... 3 A New Graphic Interface... 5 Live    
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        Job Aid: Create the Executive Development Plan (EDP) Creating the Developmental Plan Step 1: From within your performance plan, navigate to the Developmental Plan tool bar in the left column Step 2: Click    
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        Using Microsoft Office 2003 Introduction to FrontPage Handout INFORMATION TECHNOLOGY SERVICES California State University, Los Angeles Version 1.0 Fall 2005 Contents Launching FrontPage... 3 Working with    
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        EBOX Digital Content Management System (CMS) User Guide For Site Owners & Administrators Version 1.0 Last Updated on 15 th October 2011 Table of Contents Introduction... 3 File Manager... 5 Site Log...    
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        Software Application Tutorial Copyright 2005, Software Application Training Unit, West Chester University. No Portion of this document may be reproduced without the written permission of the authors. For    
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        Site Maintenance Table of Contents Adobe Contribute How to Install... 1 Publisher and Editor Roles... 1 Editing a Page in Contribute... 2 Designing a Page... 4 Publishing a Draft... 7 Common Problems...    
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        Instructions for Formatting MLA Style Papers in Microsoft Word 2010 To begin a Microsoft Word 2010 project, click on the Start bar in the lower left corner of the screen. Select All Programs and then find    
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        Dreamweaver CS6 Basics Learn the basics of building an HTML document using Adobe Dreamweaver by creating a new page and inserting common HTML elements using the WYSIWYG interface. EdShare EdShare is a    
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        CONTENTS Minimum system requirements... 3 Pc... 3 Design your website... 4 design assistant... 4 themes... 4 headers... 5 website content editor... 7 text editor toolbar... 7 Main menu items... 15 edit    
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        Instructions for Formatting APA Style Papers in Microsoft Word 2010 To begin a Microsoft Word 2010 project, click on the Start bar in the lower left corner of the screen. Select All Programs and then find    
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        Using Microsoft Word Many Word documents will require elements that were created in programs other than Word, such as the picture to the right. Nontext elements in a document are referred to as Objects    
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        In This Guide Microsoft Word 2010 looks very different, so we created this guide to help you minimize the learning curve. Read on to learn key parts of the new interface, discover free Word 2010 training,    
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        Email Basics Add CC or BCC You can display the Bcc box in all new messages that you compose. In a new message, do one of the following: 1. If Microsoft Word is your e-mail editor a. Click the arrow to    
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        Acrobat PDF Forms - Part 2 PDF Form Fields In this lesson, you will be given a file named Information Request Form that can be used in either Word 2003 or Word 2007. This lesson will guide you through    
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        Crystal Reports Payroll Exercise Objective This document provides step-by-step instructions on how to build a basic report on Crystal Reports XI on the MUNIS System supported by MAISD. The exercise will    
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        Create a Web Page with Dreamweaver Dreamweaver is an HTML editing program that allows the beginner and the advanced coder to create Web pages. 1. Launch Dreamweaver. Several windows appear that will assist    
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        SiteBuilder 2.1 Manual Copyright 2004 Yahoo! Inc. All rights reserved. Yahoo! SiteBuilder About This Guide With Yahoo! SiteBuilder, you can build a great web site without even knowing HTML. If you can    
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        Appendix A How to create a data-sharing lab Creating a lab involves completing five major steps: creating lists, then graphs, then the page for lab instructions, then adding forms to the lab instructions,    
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