edDesk (Lotus Notes) User Guide

17. Printing edDesk content

edDesk allows you to print views and individual articles. You can select various
print formats and inclusions. Printing views is often used for printing details of
articles for a particular issue of a publication.

17.1 OBJECTIVES
By the end of this chapter you should be able to:

. change the most commonly used print settings to ensure that your
printout is formatted as required

o print an edDesk article

o print the list of articles returned by non-expandable views

o print the list of articles returned by expandable views

o print a list of some of the articles in expandable views.

17.2 PRINTING EDDESK ARTICLES
You can print articles from different places in edDesk. These are:

o when the article is in Edit mode
o when the article is in Preview mode
o when you are in a view, and the required article is selected

(clicking once on the article will select it without opening it).

The Print Document dialogue box displays when you print from an article, or from
a view where you have not selected any articles.

The Print View dialogue box displays when you print from a view where you have
selected at least one article.
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Printing from an open article
1. Press <Ctrl>+p OR select the File menu then Print.

2. The Print Document dialogue box opens. This lets you set the printing
options. The options you see depend on the type of printer you have.

Print Document

=P Printer |% Page Setup |
LIRS P Laceiel 1100 (MS) (Copy 1) x| | Setings.. |
Statuz.  Feady
Type: HP Lasenlet 1100 [MS5] [on LPTT:)
Comment:
Location
- r I~ Frink a3 draft
E.r" B « - I Scale all graphics to 100%
; & i ™ Preview in color
" &ll pages Mumber of copies Ii 5
" From page | = | = [¢ Collate copies

oK Preview... | Cancel |

Figure 165: Print document dialogue box as displayed from an article

Print Frames

This option is only available when printing from a view. Itis greyed out if you
are printing from an article.

Set your printing options as required.

4. Click on <Preview...> to check how your article will look when it is
printed. A Print Preview opens. Make sure that your article will print as
you need.

Click on <Done> to close the Print Preview. The Print Document
dialogue box displays.

5. Repeat steps 3 and 4 until you are satisfied with the print settings.
6. Click on <OK>. Your article is printed.
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i Printing from a view where you have selected an article

1. Go to the view that lists the required article.
2. Click once on the article you want to print.
3. Press <Ctrl>+p. The Print View dialogue box opens.
Print View
&= Printer i%‘ Page Setup | ] Documents Style |
IELC HP Lasedet 1100 MS) (Copp 1) KINEEEUFT
Statuz  Feady
Type:  HP Lasenlet 1100 [MS) fon LPT1:)
Comment:
Location:
" As laid out on screen ™ Port as draft
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" Erom page | < 1o | A [ Cgllate copies
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Figure 166: Print View dialogue box with default settings selected

4. Set your printing options as required.
@ see section 17.4: Printing options for more information.

5. Click on <Preview...> to check how your article will look when it is
printed. A Print Preview opens. Make sure that your article will print as
you need.

Click on <Done> to close the Print Preview. The Print Document
dialogue box displays.

6. Repeat steps 4 and 5 until you are satisfied with the print settings.
7. Click on <OK>. The article is printed.

i Printing several articles from a view

Expandable views let you select several articles for printing. Non-expandable views
only let you select one article at a time.

Expandable views have a toolbar along the top of the view.

@ see section 4.4ii: Expanding and collapsing your results for more information on
expandable views.
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-—
U., Search in View 'Production\Changes®
Search for |
| Change status |5=nt status
¥ lzzue 2005:3
¥ Mewrs
Acrne corporation submits Requested Copy sentto author

Figure 167: Expandable view. This type of view lets you select several articles to print.
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Figure 168: Non-expandable view. This type of view lets you select only one article at a
time to print.

1. Go to the required view (it must be an expandable view).

2. Click once to the left of each article you want to print. A tick appears next
to that article.
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Figure 169: Selected articles are indicated with a tick.

3. Select the File menu then Print OR press <Ctrl>+p. The Print View
dialogue box displays.

4. What to Print. Click on Selected documents.

Click on <OK> to print, or <Preview...> to see how your articles will
print.

17.3 PRINTING VIEWS

Views are often printed and used as summaries of how articles are progressing in
relation to publishing an issue of a publication.

Expandable views allow you to print part of the view. Non-expandable views print
the entire list of articles returned by the view.

i Printing non-expandable views

1. Go to the view you want to print.

2. Click once on any article listed in the view. (This ensures that the Print
View dialogue box displays when you select Print.)

3. Select the File menu than Print OR press <Ctrl>+p. The Print View

dialogue box displays.

4. What to print: Click on Selected view.
Click on the Page Setup tab.

17-5



7.

edDesk (Lotus Notes) User Guide

Orientation: select Landscape.
Click <OK> to print.

Printing the entire list of articles in an expandable view

1.
2.

N o o s

Go to the view you want to print.

Click on <Expand>. The view expands, to list all articles matching the
view criteria.

Select the File menu than Print OR press <Ctrl>+p. The Print View
dialogue box displays.

What to print: Click on Selected view.
Click on the Page Setup tab.

Orientation: select Landscape.
Click <OK> to print.

Printing part of the list of articles in an expandable view

1.
2.
3.

L N o O
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Go to the view you want to print.
Click on <Collapse>. The view collapses.

Drill down through the categories in the view until you have listed all
required articles. For example, in the Production Directions view you may
wish to print only articles for the coming two issues of a publication -

Volume 2006, Issue 8 and Issue 9. You would need to drill through each of

these categories until all relevant articles are listed.

Select the File menu than Print OR press <Ctrl>+p. The Print View
dialogue box displays.

What to print: Click on Selected view.
Click on the Page Setup tab.

Orientation: select Landscape.
Click <OK> to print.
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PRINTING OPTIONS

Only the most common printing options are discussed in this User Guide. If you are
curious about some of the other options then select the options and click on
<Preview...> to see the results of those settings.

Most of the settings are in the Printer tab of the Print Document and Print View
dialogue boxes.

Printer tab

Most of the options in this tab are for when you have selected to print a view, not an
individual article.

What to Print / Print Frames

When you are in a view that has a toolbar your options are in the field What to
Print. When you are in a view that has NO toolbar your options are in the field
Print Frames.

o As laid out on screen — your view prints as it is displayed on the
screen. Screen items such as the navigation pane and tab bar print.
o Each frame individually - NOT GENERALLY USED. Each

frame of the screen prints on a separate page. If you select this
option use <Preview...> to see how your printouts will look before
you print!

o Selected frame only — Only the frame that your cursor is in will
print. Usually this is the body of the page (and this is where you
want it to be!). USEFUL.

o Selected view — Prints the view that you are in. This option is not
listed in the Print Document dialogue box. VERY USEFUL.
o Selected documents — Prints the article(s) that you have selected.

If you select this option the Print View dialogue box displays the
Documents Style tab that lets you control how the selected
articles are printed. This option is not listed in the Print
Document dialogue box. VERY USEFUL.

Print Range
o All pages — select this option to print all pages in an article or view.
o From page... to — if you only want to print some pages, enter the
numbers in the From page and To fields. You will probably need
to go to <Preview...> to determine which pages to print (as they
are not numbered in the article or in the view). This option is not
widely used in edDesk.
Print Quality
o Print as draft — prints quickly, but at lower quality. (Good way to

save printer ink).
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o Scale all graphics to 100% - Select this option to print your images
at their original size. If you have imported an image into your
article, then resized the image your resizing is ignored when this
option is selected.

o Preview in colour — select this to do a print preview in colour — as
you see the article or view on screen. If you do not select this,
your preview will be in black and white.

Copies
o Number of copies — enter the numbers of printouts you want.
Note
It is cheaper to use a photocopier than a printer for extra copies.
o Collate — Only relevant if you want more than one copy. This

option is selected by default. This option keeps each copy together.
If you deselect this option, you will get all page 1 together, all page
2 together so on.

Page setup tab
This is mainly used to set your paper size, page margins and page orientation.

You will probably only use this to change the paper orientation from portrait
(default) to landscape. This is useful when you are printing a view, so that your
printout is not truncated.

Change slatus Hent s1atus Changes

Inue 2005:3
[
AT cOIparad an iubmitt palen  Reguetied Ciafre £ ol B vl oot Pleais wrng abaul why the ALt OO oram on st B Bha+1 sl Ciwile 1 i
fioe dhma s Boknoadadged

Figure 170: View with page set to landscape so that the text is not truncated.
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far dymarmite Acknowledged

Figure 171: Same view with page set to portrait. See that the text is truncated.

Document styles tab

This tab only displays when you have chosen Selected documents in the Print
Frames field of the Printer tab of the Print View dialogue box.

How To Print Each Document

o Print each document on a new page — prints each article on a
separate page.

o Print each document as a separate print job — Each article is
printed separately. This is a good idea if you are printing a lot of
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articles and are sharing a printer with other people (their jobs can
go between your printing articles and they don’t have to wait as
long for their printouts).

Print each document continuously with a blank line between each
document — adds a blank line between articles, but does not put
articles on separate pages.

Print continuously with no blank lines between documents — the
only indication that you are printing separate articles is the header
information that is printed at the top of each article.

Format Each Document Using

You will not need to change anything in this field.

Page Numbering

These options are only available if you have selected Print each document on a new
page in the How To Print Each Document field.

Reset page number to 1 for each document — each document will
start with its first page numbered as 1.

Page range applies to each document — page numbers are
incremented. Only the first page of the first article will be
numbered as page 1.
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