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  This Powerpoint covers saving a file as a PDF 
in Google Chrome 

  Google Chrome is a free browser that you can 
download  

  Saving as a PDF in Chrome is almost identical 
to how you would save as a PDF on an Apple 
Mac 



First, 
find the 
article 
you 
want to 
save 



  In Chrome, 
Ctrl-P will 
bring up the 
print menu 

  Notice the 
destination  

  Hit the 
“CHANGE
…” button 



  The Change 
button will 
bring up a 
menu that 
looks like 
this 

  Click the 
“Save as 
PDF” option 



  Now the print 
command 
screen will 
have changed 



Hitting Save 
will bring up 
the standard 
“Save As” 
screen 
 



  Notice the 
“Dropbox” 
destination on 
the left 

  Click on it to 
set your 
destination 



  Clicking on it 
will bring up 
your dropbox 
folders 

  We file in Master 
Domestic and 
Master 
International 



  We still file in 
individual folders in 
the master folders 

  The night before the 
tournament, we 
download the files 
to a portable hard 
drive and drop it on 
the student 
computers. 



  Finding your 
files is the easiest 
part 

  When you open 
the file folder 
you will notice 
the “Search” box 



  For example, if 
you put “Rick 
Perry” in your 
search; your 
results will show 
all of the articles 
that Rick Perry is 
mentioned in 

  The more specific 
the search, the 
better the results 



  This is advantageous because so many articles 
could be filed in numerous places.  

  This keeps you from having to file an article 
more than one. 

  The downside is that it brings up so much 
information, it sometimes becomes a time 
issue. 



  You will need to store your files on a portable 
device such as a flash drive or portable hard 
drive. 

  But there are some options to keep your files 
“off-site” 

 



  The advantages of having an offsite file hosting 
service: 
  Students can drop files from home or on the road 
  Anywhere you have internet access, you will have 

your files. 
  Most are easy to transfer to a flash drive for draw 
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  We use this 
service as it 
has been the 
easiest for us 
to 
manipulate.  
We purchase 
one large 
drop box 
subscription 
($99 year)  



  Each student 
can get a free 
membership.  
All they need 
is an email 
address. 



  Log in to 
your master 
account @ 
www.dropb
ox.com 

  Go to 
sharing 



Click “Options” on the 
folder that you want to  
share. 



This window 
shows you 
who is in the 
folder and 
allows you to 
invite others 
to join. 



When the “invited” person  logs into 
drop box they will be notified of a 
pending shared folder. 



Clicking 
‘Accept’ is 
the final step 
to joining a 
shared folder. 



  In a shared folder if someone deletes files, they 
are deleted from ALL computers… make sure 
you keep a back up somewhere safe. 

  Sometimes the files become very large and may 
need to be separated for manageability.  We 
have used a Master A-J, K-S, T-Z format, or 
regions (Africa, Latin America… )  

  Smaller files will aid in transferring to flash-
drives. 



 YOU DO NOT HAVE 
TO USE 
COMPUTERS 

  You can still use the paper and box system you 
are used to. 
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PROS CONS 
  No tubs 
  No paper costs 
  No ink costs 
  Ease of filing 
  Students can file at home 
  Extra seat on the bus 
  Ease of Searching 
  Multiple students can access 

the same article 
  You can update on the road 
  No lost or misfiled folders 

  Price of laptops 
  Security 
  Battery Life 
  General technology 

issues 
  Breakage 
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  This is a new service.  Topics being written by 
former Big Spring Extempers.  Take a peek.  The 
UIL does not endorse any service (but the 
Adams’ will ) http://topicsplus.com/ 


