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How to Translate an Unlocked Document
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Click into the record



Once inside the record, click on the print button
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Select the Language you want to translate to
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Select the forms you would like to translate
Click the on the Preview button
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How to Translate a Locked Document



Click on the white paper icon to the right of the locked record
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Click on the Print Translations button
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Select the language you want to translate to and click 
Confirm
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Click on the indented blue link and a PDF of the translated 
record will download. If you do not see the link right away click 

on the Refresh button
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Thank You! 
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Have a Wonderful Day


	Slide 1:   Seattle Public Schools Special Education Department   
	Slide 2: How to Translate an Unlocked Document
	Slide 3:  
	Slide 4: Once inside the record, click on the print button
	Slide 5:  Select the Language you want to translate to 
	Slide 6: Select the forms you would like to translate Click the on the Preview button  
	Slide 7: . 
	Slide 8: Click on the white paper icon to the right of the locked record 
	Slide 9: Click on the Print Translations button 
	Slide 10: Select the language you want to translate to and click Confirm 
	Slide 11: Click on the indented blue link and a PDF of the translated record will download. If you do not see the link right away click on the Refresh button 
	Slide 12: Thank You! 

