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' Overview

This document provides step-by-step instructions to save a
webpage as a PDF with the date and time of the capture.

It’s important to capture the date & time of webpage-

based evidence due the possibility of the webpage
changing later.
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’ EIMS Support

For assistance or questions please send an email to all
Members of the EIMS Support team.

e Greg Spengler - gspengler@umaryland.edu

e Michael Brown — michaelbrown@umaryland.edu
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’ Instructions — By Browser

Click the link for your browser from the list below:

e Chrome

e Safari

e Microsoft Edge
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Chrome

Instructions
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Go to Source Webpage
 Step | nstuctions-Chrome

* Open a browser and go to the desired webpage to be captured as pdf.
Example: Office of Community Engagement — Community Partnerships

https://www.umaryland.edu/oce/community-partnerships/
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DS

"l UNIVERSITY of MARYLAND
BALTIMORE

About UMB Academics Admissions. Research Services University Life Give to UMB

UMB Home / About UMB / Offices / Community Community

Office of Community Engagement

Who We Are Community Partnerships
For the Communil ity
—

Community Engagement Center

Intimate Partner Violence (IPV)
Collaborative

‘Community Partnerships
Community Engagement In Action

Communi ity Wealth Building

Civic Engagement and Volunteerism

UMB School-Led Community
Engagement Initiatives
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https://www.umaryland.edu/oce/community-partnerships/

Save as PDF - Print
 Step | Instructions-Chrome

* Right-Click on the page and select print. If right-click does not work, find your browser’s print option.

MYUMB DIRECTORY COVID-13 EMERGENCY THEEHM CALENDAR Back Alt+Left Arrow
Forward Alt+Right Arrow
" UNIVERSITY of MARYLAND Reload Ctrl+R
BALTIMORE
Save as. Ctrl+5
Print... Ctrl+P
Cast...

Research

2 About UMB Academics Admissions

Search images with Google

Chrome

UMB Home ' Aboul Partnerships
LD Send to your devices

[Hj Create QR Code for this page

Office of Community Engagement

Open in reading mode  NEW

View page source Ctrl+U

Who We Are Community Partnerships rspect

For the Community
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Save as PDF
 Step | Instructions-Chrome

*  For the Destination choose the “Save as PDF” option.

121223, 1048 A Communiy Pamersihips - Offce of Communty Engagemest

Print 2 pages

=
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Office of Community Engagement

Community Partnerships Destination [ i Save as DDE - ]
s V OneMote for Windows 10
3 Save as PDF
Chrome
UMB Partnerships with Baltimore City Public Schools
=
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Save as PDF — More Settings
 Step | nstuctions-Chrome

* Expand the More Settings menu.

More settings -
Paper size Letter v
Pages per sheet 1 T
More SEttil"'gS — W
4 )
Margins Default M
Chrome
Scale Custom v
100
Options Headers and footers

[ Background graphics
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Save as PDF — Headers & Footers
 Step | Instructions-Chrome

* If not already checked, click on the check-box to enable “Headers and Footers”.

More setlings ~
Paper size Lstter -
Pages per sheet 1 v
Chrome Margins Default M
Scale Custom v

Options footers
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Save as PDF
 Step | Instructions-Chrome

* (Click the Save button.

Options Headers and footers

[} Background graphics

Chrome e
Cancel
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Save as PDF
 Step | Instructions-Chrome

* Enter a File name to save the file as a pdf.

@ Save As *
~ v <« Documents » Accreditation » Evidence Files v [J] [0 Search Evidence Files
Organize « Mew folder Bz - o
ey
[l Desktop # N Name Status
¥ Downloads . [#] 1600 - USM - Shared Governance @]
7 IZ| Decuments * lﬁq UME Fast Facts @
[&=] Pictures # [#] UMB Mission Vision @
Ch rome Accreditation [£] University of Maryland Baltimore Community Engagement Hub @
>
File name: | Community Partnerships - Office of Community Engagement ~
Save as type:  Adobe Acrobat Document ~
» Hide Folders Cancel
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Save as PDF
 Step | Instructions-Chrome

* (Click the Save button.

G5 save As x
« v A <« Docurnents » Accreditation * Evidence Files w | 0 O Search Evidence Files
Organize = Mew folder B o
P
I Desktop N MName Status
& Downloads ’ &) 1600 - USM - Shared Governance ®
3 ] Decuments o (] UMB Fast Facts @
[&=] Pictures * [+] UMB Mission Vision @
Chrome Acereditation [#] University of Maryland Baltimore Community Engagement Hub 1G]
Logos v >
File name: | Community Partnerships - Office of Community Engagement W
Save as type: Adobe Acrobat Document o
~ Hide Folders Cancel
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Verify PDF — Header & Footer
 Step | nstuctions-Chome

* Locate the file (where it was saved) and double-click to open it. Verify the date/time appears in the header, and the
URL appears in the footer

12/12/23, 10:49 AM Community Partnerships - Office of Community Engagement

11y, tosm A cammunty Pamersnis - OB of Comemty Engagement
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Office & Community Engagement h
Community FRrtnerships l" UNIVERSITY of MARYLAND
9 Sl BALTIMORE
Chrome

UMB Partnershipg with Baltimore City Public Schools

P-TECH School at Dunbfir High School ~

https://www.umaryland.edu/oce/community-partnerships/
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Safari

Instructions

=

| UNIVERSITY of MARYLAND

" BALTIMORE MIDDLE STATES
~~ Accreditation




Go to Source Webpage
 Step | nstuctions-Safari

* Open a browser and go to the desired webpage to be captured as pdf.
Example: Office of Community Engagement — Community Partnerships

https://www.umaryland.edu/oce/community-partnerships/
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1 AboutUMB  Academics  Admissions  Research  Senices  Uniersitylife  GivetoUMB
S a fa r- UMB Home / About UMB / Offices ' Community ‘Community

Office of Community Engagement

Who We Are Community Partnerships
For the Communil ity
—

Community Engagement Center

Intimate Partner Violence (IPV)
Collaborative

‘Community Partnerships
Community Engagement In Action

Communi ity Wealth Building

Civic Engagement and Volunteerism

UMB School-Led Community
Engagement Initiatives

=

0 v
A ALTIMORE Accreditation



https://www.umaryland.edu/oce/community-partnerships/

Save as PDF - Print
 Step | Instructions-Safari

* Right-Click on the page and select “Print Page...”. If right-click does not work, find your browser’s print option.

MYUMB DIRECTORY COVID-19 EMERGENCY THE ELM CALENDAR BLACKBOARD SURFS UMB §

o

" UNIVERSITY of MARYLAND

BALTIMORE

About UMB Academics Admissions Research Services University Life Give to UMB

Safari UMB Home ' About UMB ' Offices = Community Er

Office of Community BReg

Back
Reload Page

Save Page As...
Print Page...

Who We Are Community Partnership

For the Community
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Save as PDF
 Step | Instructions-Safari

e C(Click the “Show Details” button.

TOR

Printer: HP LaserJet MFP M234sdw (E65E73)
Presets: Default Settings B
A
Copies: | ¥ Two-Sided
Pages: Al fof

Safari

1of2 > »

H 2 POF | Show Details cancel (LN |
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Save as PDF
 Step | Instructions-Safari

* Ensure that the “Print headers and footers” option is checked.

|
Printer:  HP LaserJet MFP M234sdw (E65E73) [ 1
fi 2 = ==
Presets: DefaultSettings [
SO Copies: 1 2 Two-Sided
Pages: © All
From: 1 1o 1
4 Paper Size: US Letter 8.50 by 11.00 inches
; 4
Safari Orientation: T ¢ Tae Scale: 100%

Safari

Print backgrounds
Print headers and footers

- 10f 2 > >

? PDF Hide Details Cancel

MIDDLE STATES
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Save as PDF
 Step | Instructions-Safari

*  For the Destination choose the “Save as PDF” option.

10f 2 > | 2>

PDF Hide Details

Open in Preview
Save as PDF
Save as PostScript

Safari

Ity Partnershi|

Send in Mail

Send via Messages
Center Save to iCloud Drive

Save to Web Receipts

(1PV) Edit Menu...
—
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Save as PDF
 Step | Instructions-Safari

* Enter a name for Save As, and click the “Save” button.

- Save As: ] Community Partnerships - Office of Corjf :

.
Tags:

Where: [m Downloads v

Title: Community Partnerships - Office of C

Safari Author: Michael Brown
Subj

Keywords:
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Verify PDF — Header & Footer
 Step | nstuctions-Safari

* Locate the file (where it was saved) and double-click to open it. Verify the date/time appears in the header, and the
URL appears in the footer

12/12/23, 10:49 AM Community Partnerships - Office of Community Engagement
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Safari

UMB Partnershipg with Baltimore City Public Schools

P-TECH School at Dunbfir High School ~

https://www.umaryland.edu/oce/community-partnerships/
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Instructions
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Go to Source Webpage
 Step | nstuctions-Edge

* Open a browser and go to the desired webpage to be captured as pdf.
Example: Office of Community Engagement — Community Partnerships

https://www.umaryland.edu/oce/community-partnerships/
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1 About UMB Academics Admissions. Research Services University Life Give to UMB

Ed UMB Home / About UMB / Offices / Community Community

Office of Community Engagement

Who We Are Community Partnerships
For the Communil ity
—

Community Engagement Center

Intimate Partner Violence (IPV)
Collaborative

‘Community Partnerships
Community Engagement In Action

Communi ity Wealth Building

Civic Engagement and Volunteerism

UMB School-Led Community
Engagement Initiatives
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Save as PDF - Print

* Right-Click on the page and select print. If right-click does not work, find your browser’s print option.

MYUMB DIRECTORY COVID-19 EMERGENCY THE ELM CAL ENDAR BLACKBOARD SURFS UMEBE SHUTTLE

S
| | UNIVERSITYof MARYLAND
BALTIMORE
2 About UMB Academics Admissions Research Services University Life Give to UMB
Edge UMB Home / About UMB / Offices /| Community Engagement | Community Partne
€ Back
Office of Community Engag G reres
B saveas
o Erint Ctrl+P
Who We Are Com rr‘l.lr‘ityI partnerShips L[DO Sendtab to your devices
For the Community Ell] Create QR Code for this page
—— B ———— i
UNIVERSITY of MARYLAND
BALTIMORE
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Save as PDF
 Step | Instructions-Chrome

*  For Printer, choose the “Microsoft Print to PDF” option.

Print ? 12119723, 5:38 AM £
Total: 2 sheets of paper
Printer —

"l |iJNI"-"|"|L"é['["r'rrIMAH"I'[.ANI‘J

It

Microsoft Print to PDF w BALTIMORE
3 Ready
Edge
Micrasoft XP5 Document Writer
e Office of Commi
Microsoft Frint to PDF

Ready

Fax Community Partnerst

Ready

Add a printer
=
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Expand the More Settings menu.

Save as PDF — More Settings
 Step | nstuctions-Chrome

I Color

Color

Fewer settings
Paper size
Letter

Scale (%)

| Fit to printable area

O Actual size

100

Pages per sheet

1

Margins

Default

Options

Headers and footers

| Background graphics

Print using system dialog... {Ctrl+Shift+P)

MIDDLE STATES
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Save as PDF — Headers & Footers
 Step | Instructions-Chrome

* If not already checked, click on the check-box to enable “Headers and Footers”.

Margins

Default v

5 Options
Edge

Headers and footers

Background graphics

Print using system dialog... (Ctrl+Shift+P)
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Save as PDF
 Step | Instructions-Chrome

* (Click the Print button.

Options

Headers and footers

Background graphics

Edge

Print using system dialog... (Ctrl+3hift+P)

Cancel
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Save as PDF

Instructions - Chrome

Enter a File name to save the file as a pdf.

<« OneDrive - University of Maryland Baltimore > Documents > Accreditation > Evidence Files

# Quick access
Community Partnerships - Office of Community Engagement

1600 - USM - Shared Governance
| UMB Fast Facts
UMB Mission Vision
University of Maryland Baltimore Community Engagement Hub

Ty T

& Downloads

[ e [ty

Status

File name: | Community Partnerships - Office of Community Engagement

Save as type: PDF Document (*.pdf)

A Hide Folders

UNIVERSITY of MARYLAND
BALTIMORE
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Save as PDF

Instructions - Chrome

Click the Save button.

8
Edge
UNIVERSITY of MARYLAND

BALTIMORE

[ C

<« v P « OneDrive - University of Maryland Baltimore » Documents » Accreditation > Evidence Files v O Search Evider 2
Organize v New folder ~ o
. Name : Status Date
# Quick access -
£ Community Partnerships - Office of Community Engagement &) 12/12
Bl Desktop ¢ -
| 1600 - USM - Shared Governance g 10/26
% Dovuplosds . £) UMB Fast Facts : 10/24
® Documents o £/ UMB Mission Vision 2 10/22
= Pictures * =/ University of Maryland Baltimore Community Engagement Hub v 10/26
Accreditation
Evidence Files v < >
File name: ‘r Community Partnerships - Office of Community Engagement v
v

Save as type: PDF Document (*.pdf)

A Hide Folders

Cancel
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Verify PDF — Header & Footer
 Step | nstuctions-Chome

* Locate the file (where it was saved) and double-click to open it. Verify the date/time appears in the header, and the
URL appears in the footer

12/12/23, 10:49 AM Community Partnerships - Office of Community Engagement

11y, tosm A cammunty Pamersnis - OB of Comemty Engagement
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Edge

UMB Partnershipg with Baltimore City Public Schools

P-TECH School at Dunbfir High School ~

https://www.umaryland.edu/oce/community-partnerships/
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Add Evidence ltem
Step | nstrutions

End of Tutorial
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