[bookmark: _GoBack]Virtual Printer! 
Need to print off an email or website so you’ll have a copy?  Did you know that anytime you have the option to print something in any program, you can print to a virtual printer?! You can turn this email for example: 
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… a file you can put anywhere on your computer:  



It’s super easy. This “virtual printer” is already an option in your pull down menu when you go to print.  One option is to look for “Microsoft XPS Document Writer”  (“Adobe” is better if you have it): 
[image: ]
Note:  Be sure to keep the file extension (.xps) when you rename the file. 
[image: ]
Open the file to make sure it captured your document correctly. 
Enjoy!  
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The heauty of saving electronic coies of things instead of paper are not just ahout the environment, it's ahout making your life easier and more organized too:

You may be thinking, “ok | get it P covered in case something happens to rmy hardcopy, but what if my cormputer breaks? Not to worryl You can back up your records on the server
where only you have access to it (or R drive as it's called for many). All staff can now access this server even from hormel 4 simple copy and paste, and you have l your records
backed up. | back up all my important files ahout once aweek. On top of that, the R drive periodically hacks up ll files to yet another server offsite. So even ifthe building burns down
and your computer crashes you will still have it backed upl

Ever found yourseff wondering “Now where did | put that file? Cornputers make organizing files super easy. Just lie with your paper fillng system, you can categorize our electronic
files. Think of a family tree: you can easily visualize the different families. With electroriio file keeping, you get a librarian right on your computer who can help you look. Is called
runriing & *search’. With a e foresight you can name your fles by using certain keywords you can remember later that associates with the cortent of the file. For example 2010
inspection New Mexico Gas Station” So even if you forget where on your computer you put the file, you can ask your computer where it is by running a search for ore of those key
words like “inspection” or “gas”. The search will pull up alliles with that keyword in the name. And ifthat's ot a goor enough reason for you to make the leap to electroric record
keeping, if you want it o, the search feature can even look within in the document for keywords! You can also search by date of when you created or saved the file, file size, or file type.
So even if you forgot what you named the file and where you put i, and the building burmed down and your computer got fried, you can stil be covered!
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The beauty of saving electronic copies of things instead of paper are not just about the
environment, it about making your life easier and more organized too;

You may be thinking, “ok | get t, 'm covered in case something happens to my hardcopy, but
what if my computer breaks? Not to worryl You can back up your records on the server where
only you have access to it (or R drive as it's called for many). All staff can now access this
server even from home! A simple copy and paste, and you have all your records backed up. |
back up all my important files about once a week. On top of that, the R drive periodically backs
up all files to yet another server offsite. So even if the building bums down and your computer
crashes you will stillhave it backed up!

Ever found yourself wondering “Now where did | put that file?” Computers make organizing files
super easy. Just like with your paper fillng system, you can categorize our electronic files.
Think of a family tree: you can easily visualize the different families. Wit electronic file keeping,
you get a librarian right on your computer who can help you look. It's called running a “search”
With a ltte foresight you can name your files by using certain keywords you can remember later
that associates with the content of the file. For example *2010 inspection New Mexico Gas
Station” So even if you forget where on your computer you put the file, you can ask your
computer where it is by running a search for one of those key words like “inspection” or “gas”
The search will pull up allfiles with that keyword in the name. And if that's not a good enough
reason for you to make the leap to electronic record keeping, if you want it to, the search feature.
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