
Computer Instructions

On your computer you will need to turn on the shaded field option by following these steps:

1. Click on “Tools” from the menu.

2. Click on “Options”.

3. Under the “View” tab make sure that field shading says “Always” instead of the default setting of “When selected” by clicking on the arrow and choosing “Always” (See Picture Below).

4. When updating the Plan just “Right Click” on the shaded fields and left click on “Update Field” and answer the question if prompted to do so.

5. The “Table of Contents” will automatically update itself prior to printing.

6. Ensure that all fields are completed and correct prior to printing.
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Press Release for Boil Water Notice

Due to ___________________, we have reason to suspect that the water distributed to the customers of the _____________________________ may be contaminated.  Until further notice, water customers are advised to boil water prior to using it for drinking or food preparation.  As a precaution, customers should take the following steps:

1. Prior to boiling, the water should be strained through a clean cloth to remove any sediment or floating material.

2. The water should then be heated to a vigorous boil, and the rolling boil should be maintained for one minute to insure disinfection.
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