
Electronic Copy Requests: The Basics! 

You may send any electronic document to Central Copy—it works just like an email message. Here’s a quick 
way to get started: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  
Start 
Here. 

2. Everything is addressed 
automatically. You may add 
others to the CC or BC 
lines. 

3. Delete the 
reminder. Add the 
DUE DATE & the 
Topic. 

4. Fill in this section just 
like you would a print 
form: your name, phone 
extension, date needed, 
number of copies, and 
HOW you’d like it copied. 

Why electronic copy requests?
 

 Streamline copy requests 
 Reduce paper consumption 

 

 Reduce the number of forms 
 Create efficiencies and reduce turn‐around time 
 Convenience for staff

5. Click Attach. Find the 
file(s). (Click CTRL+click 
or SHIFT+click for 
multiple files.) Click OK.  
 
Click Send. You’ll receive 
an email confirmation. 



Here are a few guidelines to help you get the results you’d like: 

 Anything that you can see on your screen (a web site, PDF file, Everyday Math page from the Lesson Guide, 
Treasures pages, Word file, PowerPoint, spreadsheet, etc.) may be printed using CutePDF--an “electronic 
printer”.  

 For 2-sided copies, both sides should be in one file.  

 

Printing Anything as a PDF File 

To access CutePDF the first time, you need to install the program and restart your machine. 

1. Click on Start >> Troubleshooting >> PDF >> CutePDF. 

2. The program will take a moment to install. When it’s done, you’ll 
be asked to restart your machine. Click Yes. 

3. Once your machine has restarted, you’re ready to go. Read on 
for the next steps. 

 

When you create a PDF file, you print it, but you’re actually saving the 
file. 

1. Create or open the file/web page.   

2. Go to File. 

3. Go to Print. 

 How much of the file would you like to print? 

 Current page? You may only want the page you’re viewing. 

 Just some pages? You may want a series of pages, say 3-8. 

4. In the Name box, change your printer to Cute PDF Writer. 

5. Click OK. 

6. A save window will appear. Decide on a location and a name for your file. If it’s a file that others in your 
grade level might use, consider using a shared folder. 

7. Click Save. Your computer won’t appear to do anything, but after a short time, your new file will be saved. 

8. Attach this new PDF document to your Central Copy Request. 


