Advice for Printing BBS Documents

It is strongly recommended that the PDF version is used when printing BBS Archery documents for the following reasons.

1. The use of the PDF version will ensure that the intended formatting is retained on the printed copy.

2. The PDF versions of the “Rules of Shooting” and the “Shooting Administrative Procedures” have additional pages inserted so that each section starts on a left hand page when printed in booklet form. Therefore when these documents are updated only the changed sections need to be reprinted.

Both the PDF and Word versions of BBS Archery documents are laid out on A4 pages so if this size is wanted then they can be simply printed (note that formatting may be lost from the Word versions).

If A5 or other formats are required then it is possible by changing settings on the “Print Menu”. To do this select “Print” from the “File” menu.

· For PDF documents in the “Print Scaling” drop-down list select “Multiple pages per sheet” and then select 2 in the box below.

· For Word documents “select “2 pages” in the “pages per sheet box in the “zoom” area of the print menu (note that formatting may be lost).

· Click “OK” in the “Print” window.

In both cases this will print two “A5” pages side by side on a landscape A4 page. You do not have to select landscape paper.

If your printer is capable of double sided printing then it is possible to print the documents as a booklet. Again select “Print” from the “File” menu.

· For PDF documents the “Print Scaling” drop-down list select “booklet printing”.

· For Word documents you will need to click on the “Properties” (Alt-P) button and follow to instructions from your printer manufacturer (note that formatting may be lost). Click “OK” in the printer properties window.

· Click “OK” in the “Print” window.

This will print the document as an A5 sized booklet.

Please note these instructions should be taken as guidelines and may not be exact for every version of Word or PDF compatible programmes.

