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Connect to the central database Adobe Read Mode Web Reports EEm—
1 start Internet Explorer and go to the staff home page The new version of Adobe Reader includes a feature called If you run Web Reports than you
http://sussex.ac.uk/staff Read Mode. This is useful for long or detailed documents, must change a setting in Adobe
2 click the down arrow next to Quick Links and choose BIS enabling you to read a PDF file with fewer distractions. Reader so that you are able to drill
Logon page down when you view reports.
e open a PDF and then choose Read mode from the View 1 click the Windows start button at

3 under Login to the database, click other

o . menu the bottom left of the screen
4 the first time you connect to the database, four messages will
be displayed: rm— % When you're in Read Mode, you can use the special toolbar 2 search for Adobe Reader and
« for the first three | 2avm i dicouered spetication comp U | to navigate through the document, zoom in or out, or print the then click on it to open
; ' : ment. i
messages, tick AIWaYS || . sociomssspmoson document 3 Lron; the Edit menu, choose
trust and click Run roi it The Read Mode toolbar is a semi-transparent toolbar which references  See moreresuls
« on the fourth message, el s floats near the bottom of the document. 4 click on Internet in the left-hand Taaone =]
| ) The apphcation contans both signed and unsigned code.
e AT the 0N Vendor to ensure that & has not been tampered wi . . E
select Yes b b S e ¢ move the cursor to the bottom of the window to display menu
You can also stop this last e asyou move the cursor away, it fades from view 5 make sure Display PDF In browser is ticked
[O) message from appearing o Conttpane = ®
When you Iogln tO the General | Java | Security | Advanced
i [Setungs = ==l = | (=] | st IR (/RS R i
database: e
1 go to the Windows start St A
button (the windows logo ?:f;x;;::?szmanen Categories: Web Browser Options
JRE Auto-Downloa
in the bottom left corner sy Commenting Bt tErmeE s
eneral Documents
of the screen) and choose ||| = i smboes s s secryvricaon To come out of Read Mode and view a PDF as normal: rsaren \';'UBI”"" F:E‘:"f:?:“d:b::ﬁfE'IU‘U\F
Control Panel Erble -+ s oot e : . . . geneal iplay in Reed Mode by defaut
e e e e click on the Adobe logo (sometimes a cross in a circle is 9e Dpley
2 click on Java (look in the acdlanees shown instead) at the right of the Read Mode toolbar 0 Mtincds 7 Allow fast web view
H i it ceessioil [/] Allow speculative downloading in the backe
Protira?stsectlon ifit's not — e or,choose View in the top menu and then click Read o _
on the first page) Mode to deselect it Intermetions et Gptions

3 go to the Advanced tab, P Comectien specs
open Security and then the Mixed code option and choose
Enable - hide warning and run with protections

4 click OK and close the Control Panel window
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Pin Internet Explorer to the taskbar

You may find it useful to have
Internet Explorer pinned
permanently to the taskbar at the
bottom of the screen:

1 click the Windows start button
2 search for Internet

3 move the mouse cursor over
Internet Explorer (do not select
Internet Explorer 64-bit or Internet
Explorer No Add-ins)

4 right-click and choose Pin to
Taskbar

® Add a printer

You will probably need to add any
network printers that you use:

1 click the Windows start button

Pin to Taskbar
Pin to Start Menu

7-Zip

Zarc

Open with

Restore previous versions
Send to

cut

Copy

Programs (4) Delete
& Intemet Explorer (64-bit) Properties
& Intemet Explorer S —
& Intemet Explorer - No Add-Ons
& Intemet Explorer (No Add-ons)

Control Panel (23)
& Inten
€ Cha

) Change the search provider in Internet Explorer

Options

emporary Internet file settings

&) Tum autocomplete in Internet Explorer on or off
[ Find and fix networking and connection problems

Files (13)

(5 weBSIT_M
R WEBMAP_U
G WEBMAP_M

S see more results

internet <] | Logoff | »]

2 in the search box, type \\dylan and press enter

3 in the window that pops up, find your printer and double-

click the name to install it

4 click Accept if asked Do you trust this printer?

®

Create an Outlook signature
1 click on the File button in the top left of the Outlook window
2 choose Options in the left-hand pane

3 click Mail in the left-hand menu and then the Signatures...
button

4 click on New and give your signature a name

5 type and format your signature in the lower part of the
window

6 to use the signature automatically, use the New messages
drop-down list to choose the signature you have just named

7 do the same for Replies/forwards if you wish

Signatures and Stationery (2 [l
£-mai Sgnature | personal Stationery |

Select signature to edit

worc B

Cheose default signature

pdce ] [ tew | [ sove ] [ meene |

Edi signature
Caiibri {Body) ul+] s r uw Automatic
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You may also like to set this as your default printer:
1 from the Windows start button, choose Devices and
Printers
2 right-click on the printer you use most often lE
3 choose Set as default printer IT Services University of Sussex
February 2012 IT Services
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