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PPrriinnttiinngg  &&  DDoowwnnllooaaddiinngg  RReeccoorrddss  
 
 
 
 

PPrriinnttiinngg  RReeccoorrddss  
 

1. Open ReferenceUSA™.  Visit www.cadl.org/answers/business and click on the “business databases” link near the 

center of your screen.  Next click on ReferenceUSA™. 
 

2. Select which database you would like to use for your search: Residential or Business. 
 

3. Conduct your search.  See the ReferenceUSA™ Users Guide for instructions on how to do this. 
 

4. Print your records.  If you only want to print records (without saving them) check the box next to each record you 

would like to print (or click the “All” button to select all 25 records on the page) and simply click the Print button at 
the top or bottom of your page. 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
5. A new screen will appear.  Choose which level of detail you would like for your printout. 
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� 

Summary only provides 
a list of names, 

addresses and phone 
number. 

 
Detailed provides all 

the information available 

in the record. 
 

Selecting Detailed will 
result in more pages for 

your printout.  If you are 

working at the library, 
printing costs 10 cents 

per page. 

After you click the Print 
button, you will see a 

nicely formatted list of 
your records. 

 
Next, a Windows Print 

Manager box will pop up 

and ask you to print 
your list one more time. 



DDoowwnnllooaaddiinngg  RReeccoorrddss  
 
1. If you would like to save a database friendly version of your records, click on the Download button. 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

2. After clicking the Download button, you will see the following screen. 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

3. After selecting “Comma Delimited” and the level of record detail you would like, click the Download button.  You will 

then see a Windows File Download Security Warning box.  Click on the “Save” button to save your file to your hard 
drive or to another type of storage device. 

 
 

� 

� 

Comma Delimited creates a file format that 

can be opened in MS Excel.  This is the 

preferred format. 
 

Fixed Length and Tab Delimited create file 
formats that can be opened in Notepad. 

To save files while 

working at library 
computer 

terminals, you will 
need your own 

storage device. 
 

Click on the Save 

button to save 
your list of 
records. 

NNOOTTEE  

Users of 
ReferenceUSA in 

the library can 
download or print 

25 records at a 
time. 

Users of 

REferenceUSA at 
home/work can 

download or print 
5 records at a 
time. 


