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Create a Book of Help Pages

The book option on wikiHelp allows you to create a book of multiple pages (the plugin limit is
approximately 80 pages per book), which you can then download and/or print. For example, these
steps can be used to print all Help pages for an application, or to create a customized book containing
pages you need for a training.

e On the page you want to add to the book, click the Add to book link. To create a book of all
Help pages for an application, start with the first page of the first menu and continue adding
pages in menu order.
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Trace: « ASCENDER Online Help - Receiving Addresses - DA1100

Receiving Addresses - DA1100 revisions. (%)
District Administration > Tables > Receiving Addresses -t - H
PMIS “"
Receiving Addresses - DA110O vt Y, |_:]
CTREL This page is used to create a contact list of receiving addresses for the LEA. There can be multiple . E
receiving sites at one campus and multiple addresses for a single person.
View and edit a receiving address: Ktat M
L3 4 nance
- Workflaw A list of existing receiving address records is displayed in the grid. Click § to view and edit the details for the
nilities selected receiving address, The details are displayed in the free-form area at the bottom of the page

Add a receiving address:

e Once the page has been added, the Add to book link changes to Remove from book. You
can also click Remove this page from your book at the top of the page to remove the page.
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Trace: « ASCENDER Online Help « Receiving Addresses - DAL1100

Table of Contents

ASCENDER Onine Help 1
Browser Settings Bock Creator i rey @

Helpdul Tips R Remowve this page from your book {3 Manage book(l page(s)) -
5 Tables | Bamaise fromn e

Receiving Addresses - DA1100 @ .I 0

Receiving Addresses - DA1100
- District Information

Freight Terms - District Administration > Tables > Receiving Addresses Export to PDF
Blectronic Signat .
Commedity Codes - DAL "
District Logas This page is used to create a contact list of receiving addresses for the LEA. There can be multi

2 '7:""'0"9 receiving sites at one campus and multiple addresses for a single person. ko top A

# Mantenance

- Workflow

- Utilities _ _

b Rerorts View and edit a receiving address:

@ Checklists

Printable Help A list of existing receiving address records is displayed in the grid. Click § to view and edit the details for the

selected receiving address. The details are displayed in the free-form area at the bottom of the page.

Add a receiving address:

e Add any number of pages to the book by clicking the Add to book link or clicking Add this
page to your book at the top of the page (this option is displayed after at least one page has
been added to the book). You can continue to go through the Help pages in menu order, for
example.
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Table of Contents

ASCENMDER Online Help

Browser Settings ﬁ Baook Creator @ Help @
[ :::?:sl Tios R Add this page to your book {3 Manage book{1 page(s)) . !
gL Freight Terms - DA1210 i

Receiving Addresses - DA1100
5 - District Information
Fraight Terms - DA1210 District Administration > Tables > Freight Terms B
Electronic Signatures - DAL1Z208
1
Commadity Codes - DA1230

rict Logos This page is used to create freight terms indicating the transport/carrier type and payment responsibility.

g ot : g The freight term codes are used in the Purchasing bid process. B
% Malntenance
- Workflow
= Utilitie:
2 a._’r!a:t: Create a freight term:
- Checklists
Priritable Help A list of existing freight terms is displayed in the grid.

e When you have added all the pages you want to your book, click Manage book (# page(s))
where # is the number of pages in the book.
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Trace: - ASCENDER Online Help « Receiving Addresses - DA1100 . Freight Terms - DA&1210 . Commadity Codes - DA1230

E Book Creator ’ @ Help @
B Remaove this page from page !

g 5 vour b K {'}'-'.'..:-:...-:
st o S Commodity Codes - DA1230 0
sceiving Addresses - DA1100
s) - Disir rmation
Freight Terms - DA1210 District Administration > Tables > Commodity Codes E
Electronic Signatures - DAL220
Commodity Codes - DA1230
et Logos This page is used to create and manage a list of commodity codes. Commodity codes allow for the
grouping of “like-types” of items and the tracking of those items/purchases in both the Purchasing and 4+~
Warehouse applications.

For additional information, reference the @ Using Commedity Codes document.

w Import Commaodity Codes File Layout
Printable Help

Retrieve a group ID:

* The ebook page is displayed with a list of the pages you currently have in the book.
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Settings Selected Pages Export Selection 0
) Document's Title rE'

L District Admin Settings
: 2 : Skip Forbidden Pages

Export selection to PDF « | Export

Add a Namespace...

Pages Removed from Selection

Clear Selection

* In the Export Selection section, type a title for your book (the title that appears is the last title
you used).
e The tcc-help.net wiki does not have forbidden pages. The Skip Forbidden Pages selection will
not do anything.
e Select either Export selection to PDF or Printable version and click Export.
o Export selection to PDF will save a copy of your pages as a PDF. The file is downloaded
to a folder based on your browser settings."”
o Printable version generates a single HTML page comprised of all your pages. You can
print or save the page using browser options.
e Return to pages by clicking the link under Selected Pages to remove pages individually or
click Clear Selection to remove all pages from your book.
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Use Adobe to Create Books

If you need to create a book that spans multiple applications follow these steps. You will need to use

Adobe Acrobat Pro to do this.

e Create multiple books using the steps above for each system (e.g., Business, District
Administration, and Security Admin).
e Using Adobe Acrobat Pro open all the books you created, as well as the front and back cover, if

so desired”.
¢ Click Tools.

File Edit View Window Help

Home Tools

/

Create & Edit

security_administra... district_administrati...

human_resources.pdf

D,

H

@ signin
Create PDF
Edit PDF

E}. Export PDF
Comment

Organize Pages

Create PDF Combine Files Organize Pages Edit PDF Export PDF Enhance Scans Rich Media
Enhance Scans
Open | ~ Open | ~ Open | ~ Open |~ Open |~ Open |~ Add
Protect
Eill ian
. A -
e Click Combine Files.
File Edit View Window Help
Home Tools security_administra... district_administrati... human_resources.pdf @ Sign In
|
Q Create PDF
Edit PDF

Create & Edit

Create PDF

Combine Files

Organize Pages

Open | ~ Open | ~ Open | ~

Edit PDF

Open |~

I

Export PDF Enhance Scans

Open | ~ Open |~

H

Rich Media

Add

E}, Export PDF
Comment
Organize Pages
Enhance Scans

Protect

e Click Add Open Files.
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Home Tools security_administra.. x  district_administrati. human_resources.pdf @ signin
® B = 10/9 A M 100% ~ = 9 ¢
‘l-ia Combine Files ~ I}, Add Files... ~ Remove | @@ ‘= | £} options X

Add files by clicking the button below or drag and drop them here.
You can also add the current open files from below.

| AddFiles |

ﬁ Add Open Files

e Click Add Files.

Open PDF Files = 3%

Open PDF Files:

Name Date
human_resources.pdf 11/14/2017 2:20:18 P...

district_administration.pdf 11/14/2017 2:23:32 P...
security_administration.pdf 11/14/2017 2:24:50 P...

|
N |
Add Files | | Cancel

e Drag and drop the books into the order you want.
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e To move individual pages, click the double arrow to expand the selection.

Fle Edit View Window Help

Home Tools security_administra... X district_administrati...
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E Combine Files ~
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100% ~ P e g
[® AddFiles.. - [l Remove | B8 = & oOptions

human_resou....pdf district_admi....pdf

e
® 0o

security_adm....pdf

@ Signin

[_comone [

e Once you have ordered the book the way you want, click Combine.

Fle Edit View Window Help

Home Tools security_administra... x district_administrati...

® 8 = s K@

E Combine Files ~

human_resources.pdf
100% ®2 e g
[@ AddFiles.. - Ti] Remove |~ B8 = £ Options

human_resou....pdf district_admi....pdf

security_adm....pdf

@ signin

— .

¢ Under File, click Save.

¢ Choose where you want to save the book and a name for it.

1)

Saving the book as a PDF will allow you to then save it as a Word document and make any required

changes to it.
2)

covers can be found on the Printed Help page
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