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Introduction

There are two ways to print from CTIPS:

· Print directly to a printer

· Save report as .pdf to your computer, then print

Most users will be able to print directly to a printer from CTIPS. Unfortunately, not all printers are compatible with CTIPS. As a result, Adobe PDF Creator was installed on the CTIPS servers to give users the ability to still print their reports indirectly by first saving the report as a .PDF to their computer and then printing to a local printer. 

Should you need help, please contact Alicia Vu at alicia_vu@dot.ca.gov.

Printing Project Information – Print Project (Direct to Printer)

1) Once you have logged into CTIPS, locate the project you wish to print and open the project.
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2) Select the Print Project button at the bottom.
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3) The Project Report will come up.
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4) Select the Print icon at the top.
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5) The print dialogue box will now appear. Highlight your default printer, and then select Print button.

Note: Your default printer name and information may differ than what appears here.
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6) Your report has now been printed.

Printing Project Information – Print Project (PDF version)
1) Once you have logged into CTIPS, locate the project you wish to print and open the project.
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2) Select the Print Project button at the bottom.
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3) The Project Report will come up.
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4) Select the Print icon at the top.
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5) The print dialogue box will now appear. Highlight PDF Creator, select Apply button, and then select Print button.
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6) The Save As…dialogue box will now appear. All reports MUST be saved in the C$ on ‘Client’ (C:) drive. This is YOUR computer. 

In the File Name box, you can save the .PDF with the name the system has created or rename the .PDF to something that is more recognizable.

Select Save button.

Note: If you cannot save, please contact Alicia Vu.
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7) The dialogue box below will appear letting you know that it is creating the document.
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8) Once the box is gone, navigate to your C: drive and locate your report. You can either exit out of CTIPS or just minimize your CTIPS session. Once located, open the .PDF report and print it to your local printer. 

Printing from Report Catalog (Direct to Printer)

1) Once you have logged into CTIPS, open CTIPS Report Control Panel.
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2) Find the report you want to run and select all your filters. Once done, select the Preview button.
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3) Your report will now appear.
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4) Select the Print icon.
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5) The print dialogue box will now appear. Highlight your default printer, and then select Print button.

Note: Your default printer name and information may differ than what appears here.
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6) Your report has now been printed.

Printing from Report Catalog (PDF version)

1) Once you have logged into CTIPS, open CTIPS Report Control Panel.
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2) Find the report you want to run and select all your filters. Once done, select the Preview button.
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3) Your report will now appear.
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4) Select the Print icon.
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5) The print dialogue box will now appear. Highlight PDF Creator, select Apply button, and then select Print button.
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6) The Save As…dialogue box will now appear. All reports MUST be saved in the C$ on ‘Client’ (C:) drive. This is YOUR computer. 

In the File Name box, you can save the .PDF with the name the system has created or rename the .PDF to something that is more recognizable.

Select Save button.

Note: If you cannot save, please contact Alicia Vu.
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7) The dialogue box below will appear letting you know that it is creating the document.
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8) Once the box is gone, navigate to your C: drive and locate your report. You can either exit out of CTIPS or just minimize your CTIPS session. Once located, open the .PDF report and print it to your local printer. 
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