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How to Save a Tree !

Any website or electronic document on your computer can be:

• saved as an Adobe Acrobat (PDF) file

• opened in the Preview application

• annotated with notes of your choice.

Please use this strategy when you can--it can save a lot of paper....

1.  Open any document or website. 

2. Pull the FILE menu down to PRINT...
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3. Click the PDF button and pull down to SAVE AS PDF....

4. After giving the document a name and noting where it will be saved (the document 
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in the example below will be saved on the Desktop with the filename "Westside 
Community Schools"), click the SAVE button....

5.  You now have a PDF version of the document that you can open and annotate...
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6. Open the document in Preview and select the OVAL ANNOTATION TOOL....

7.  Click and drag to create a red oval to highlight an area.   It can be resized and 
moved up until the document is saved....
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8.  Click outside of the oval to de-select it....

9. Select the TEXT ANNOTATION TOOL....
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10.  Click and drag to create a sticky-like text area on the document....

11. You can create and type annotations in these areas....
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12.  Clicking out of the annotation areas and saving the file will make the additions 
permanent.
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