How to print Judges Lists on letter size paper

1) When printing from an Excel spreadsheet
Change the printer options

a) Ensure thatitis set at ‘Landscape Orientation’
b) Change ‘Legal’ to ‘Letter’
c) Change ‘No scaling’ to ‘Fit All Columns on One Page’
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Page Setup

NOTE: To print in Black and White and not Colour
a) Select ‘Printer Properties’ at the top right
b) Select the ‘Paper/Quality’ tab
c) Select the ‘Black & White’ option



2) When printing from the Website (it is a pdf format)
Change the printer options

a) Select the ‘More setting’ option

Pages ) All
eqg. 1-5,8 11-13
Copies
Color Color -
Options «f| Fit to page
Two-sided

< More settings

b) Change paper size to ‘Letter’
c) The spreadsheet is in Landscape format — the printer should default to that
d) Select ‘Fit to Page’ option

Pages " Al
a.g -5, 8 3
Copies
Color Color -
Paper size Letter -
Cuality 600 dpi -
Scale 76
I Options | Fit to page I
Two-sided

Changing these settings should print the spreadsheet on letter size paper without cutting off any
information.

Note: To print in Black & White and not Colour, change the ‘Color’ option to ‘Black and White”’.



