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Printing Online Forms

To print copies of the online forms, you need to repeat the process for each one. There is currently
no function to do this all at the same time. But don’t worry, the process is exactly the same!

Using the Standard Information form as an example (please repeat the same process for all other
forms):

1) Click the View icon to open the form once it has been filled in
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Option 1 — Print as PDF

1) Click Open as PDF for printing
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Form 1B
(Rules 4.2 and 5.5)

Standard Information
(buildings included in list under Care of Places of Worship Measure 1999)

2) Open the file with Adobe Reader (you can also save it to your computer)
3) Click Ok

The report below can be opened as a PDF or saved in a variety of for| Opening 2016-002051_Form1Report_2016_03_30.pdf “
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4) The form will open as a PDF
5) Print the document as you would any other file on your computer
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Option 2 — Print as Microsoft Word

1) Click the Export icon to open a menu of options
2) Select Word
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3) Open the file in Microsoft Word (you can also save it to your computer)
4) Click ok

The report below can be opened as a PDF or saved in a variety of for Opening Form1Report.doc

You have chosen to open:
fi=| Form1Report.doc

which is: Microsoft Word 97 - 2003 Document
from: https://facultyonline.churchofengland.org
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5) The file will open as a Microsoft Word document
6) Print the document as you would any other file on your computer
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