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This document provides guidance to DACs on working with electronic copies of architectural
drawings and plans for the Online Faculty System.
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What file format and size should be supplied with applications?

It is difficult to outline exactly what size and format of electronic document should be
submitted with a Faculty application as there are so many variables. However, the following
recommendations will ensure that documents are easily accessible to everyone.

File Size

Please ensure that any document does not exceed 5MB. This is to ensure that everyone
can download plans or drawings within a reasonable time on a standard broadband
connection.

If you are compressing a file to reduce its size or have to split a large document into smaller
files, please ensure that you do not lose important details within it and that it is clear to
people viewing it online.

For electronic submissions, drawings should be in A3 size (this is the size of the printed
paper). This is a common paper size on most office printers — it will ensure that drawings
can be easily printed if necessary.

The Diocesan Registry might also ask that electronic files be supplied in A1 size. Please
contact them for more details.

File Format
We recommend uploading drawings as Adobe PDF files.

This type of document compresses images and often reduces a file’s size automatically. They
are also quick and easy to upload to the Online Faculty System (which means they are quick
and easy to access for everyone looking at them).

The Adobe Reader software is free to download from the internet
(http: //www.adobe.com/uk/products/reader.html).

AsKk the Architect for Assistance

Architects should be able to supply the exact electronic format required. All you
need to do is ask.

However, should the architect send you or the parish plans and drawings that are too large
or in a different type of format, you can use any number of free conversion tools found on the
Internet.

PDFMate (http://www.pdfmate.com) is one such free, online tool which will help you shrink

the size of the electronic file and convert it to a different format. *Please note that we are not

endorsing this tool nor are we saying that this is the only tool to help you compress electronic
files. We are simply providing it as an example.
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The Adobe Acrobat software (http://www.adobe.com/uk/products/acrobat.html) will also
enable you to shrink PDF documents (e.g. from A1 to A3).

The following example shows how to transform a Word document into a PDF file and
convert its size. This same process can also be applied to all other types of electronic
documents if Adobe Acrobat is installed on the computer.

1. Open the file (Double click on the file or Right click and select open)

‘ ] »
Page:1of1 | Words:0 | <5 | [EEEEER e 0 o)
2. O the Print (File + Print)
Wl 9~ 0= Document11 - Microsoft Wor (=Sl x|
Home Inflert Page Layout References Mailings Review View Acrobat o @
|l Save
Print
R saveas @
Copies: 1 =
1 Save as AdobefPDF )
Print
5 Open
[ Close Printer
1nfo @ HP P3015 Dioc Gnd Fir on Hosea
L4 -
<, Ready: 35 documents waiting
Recent Printer Properties
Settings
New
Print All Pages .
Print the entire document
Pages:
Save & Send
Print on Both Sides
< -
Help Flip pages on long edge
., Collated
-3 Options 1_23 123 123
B et
| Landscape Orientation ~
\J A .
21 emx29.7 cm
Last Custom Margins Setting .
Lefi: 1cm Right: 1cm
1Page Per Sheet -
Page Setup
{1 lofl 64% (=)—) @&
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3. Select Adobe as the printer

Home  Inset  Pagelayout  References  Mailings  Review  View  Acobat

|l save 5
Save as Adobe PDF 2
51 Save as Adobe e
[£5 Open
[ close Printer (6}
Info dAdnhz PDF . \ <—
I Ready
Recent Printer Properties e
> ‘ Settings
ew
1 Print All Pages
F et
Pages: | o
Save & Send
[E= Pt Oe ided
Help | =] Only print on one side of the page
— Collated
EE= -
] Options 1_23 123 123
Bxit
8 Landscape Orientation -
A -
21 emx297 em
77| Last Custom Margins Setting .
= Left: Lem  Right: 1cm
1 Page Per Sheet -
Page Setup
41 ofl » 64% (=) —L—— @

4. Select Printer Properties

Prompt o Adobe POFflrame 2] | owse |

[

X 1A

i
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5. Select the Layout tab

Layout TPaper/Quaity | [l Adobe PDF Setiings

Orientation:

Page Format

Pages per Sheet

Crientation:

‘ Landscape

Rotated Landscape
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7. Select Adobe PDF Settings tab

Prompt for Adobe POFfiename x| Bowse... |
L

< = R A

i

Standard

High Quality Prirt
Owversized Pages
PDF/A-1b: 2005 {CMYK)
PDF/A-1b:2005 (RGE)
PDF/%-12:2001

<R OR A

n
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Prompt for Adobe POFfiename x| Browse... |
a5

<R R A

n
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10. Click OK to return to the print screen

i

Home  Insert

Prompt for Adobe PDFflensme 7]
M

References  Mailings  Review

Acrobat

=l save
& saveas

I save as Adobe PDF
5 Open

[ Close

Info

Recent

New

Save & Send
Help

|21 Options.

3 Ext

& -
Copies: 1 2]

Print
Printer ®
Adobe PDF i
Ready
Printer Properties
Settings

r. Print All Pages .

Print the entire document
(

Pages:

'E Print One Sided P

Only print on one side of the page

— Collsted
== =
1.2.3 123 123
Landscape Orientation -
[P °
2 cmx297 cm

[, | Lost Custom Margins Setting
= Left: 1em  Right: 1 cm

1 Page Per Sheet o

Page Setup

64% O—U—+— @
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12. Give the file an appropriate name (e.g. Drawing 1234-01 — Church Plan as existing)

and Save.
(] [
uu | . < Church Buildings Council (CBC) » DAC National Database » Guidance Motes - | +3 | | Seach Guidance Nofes ol |
Organize « Mew folder s - @
W Favorites = — [ [—
i ?Azml:llztsional Database B E E l:, F" E k E
- A Parish’s Chancellor's Chancellor's Cookie Policy DAC How to add How tafind a
Bl Desktop User Manual User Manual User Manual Secretary’s existing open  case aleady
{Reduced) User Manual cases entered onto
& Downloads the OFS
. Mestings
1=l Recert Places - - -
- Libraries How to make How to How ta How ta Intraduction Privacy Privy Policy
_l] C i a Faculty Registeraza  Registeras a Register as Policy
] e Application Chancellor User an Applicant
j Documents
J‘J Music
[E] Pictures B [& iy
B Videos Registrar's Registrar’s Temms and
User Manual  User Manual Condtions
{Reduced)
18 Computer
2 Common (WwJoel-2) (S:)
L My Web Sites on MSN
File name: =
Save as type: | PDF files (*.PDF) -
- Hide Folders Save ] [ Cancel ]

Uploading Plans and Drawings Online

Once you have obtained all the necessary plans and drawings, you can proceed to upload
them to the Online Faculty System.

1. Go to the main page and sign into your account.

Home | SignIn | Register | Church Search | Site Map
THE CHURCH

OF ENGLAND Online Faculty System Skl
Home Applications Churches Contact Help

Welcome to the Church of England Online Faculty System and Church Heritage Record

These systems are being developed as part of the Faculty Simplification process.

The Online Faculty System trial period launched in the Dioceses of Truro and Leicester on the 8th December,
2014. A gradual roll-out in all other interested dioceses will begin from February 2015.
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2. Find the correct Faculty application on your Dashboard and click the “View” icon to
open.

I FC CruRwr : T
|/ OF ENGLAND Online Faculty System G NE)

[ Home | Applications | Churches | Forms @ Contact | Help |

Online Faculty System dashboard

From this page you can develop your proposal, receive advice from your DAC, submit full faculty applications
for your church, as well as continue existing applications. Read more about the types of work that require
faculty or click here for help.

Click "Start a new application” to begin a new case file or click go to "Applications requiring your action" and
click the icon under the "view” column to continue working on an existing application.

Start a new Application

Messages | Applications requiring your action! || Active Cases | Archived Cases

App Ref Summary Church Created [+] Status
2015-000255 Re-ordering Phase 2 Ambridge: St Stephen's (Test)  Fri 16 Jan 2015 Proposal in Preparation
2015-000242 Ambridge: St Stephen's (Test) Thu 15Jan 2015  Proposal in Preparation

2014-000084 UAT Petitioner Test Penny Hassett  Penny Hassett: St David (Test) Tue 02 Dec 2014  Ready for formal application @

2014-000081 Statement of Significance - Image Ambridge: St Stephen's (Test)  Fri 28 Nov 2014 Proposal in Preparation @ H
Testing

3. Under the “Supporting Documents and Images” tab, click the “Add” button to upload
the document

Signed in as: jp_petitioner@esdm.co.uk | Home | Sign Out | My Account | Church Search | Site Map

THE CHURCH _ R
L/ OF ENGLAND Online Faculty System e
Application Ref: 2015-000255 Church: Ambridge: St Stephen's (Test)
Diocese: Borchester (Test) Archdeaconry: Felpersham (Test)
Status: Proposal in Preparation Logged By: Mr Rupert Allen (Fri 16 Jan 2015)

Summary: Re-ordering Phase 2

Use the forms below to develop your proposal. You do not have to complete them all at once - you can always save your work and return to it
later.

Once you are confident that your proposal is ready, click "Submit®. It will be sent to the DAC who will provide you with advice. You will no
longer be able to make changes to your proposal once you have clicked “Submit”.

You are encouraged to provide a Statement of Significance and a Statement of Needs (although these documents are only essential when
proposals involve changes to a listed church). If you choose not to provide these documents, go to the last page of each relevant online form
and click "Finish". Keep in mind that your decision not to supply the DAC with these documents could lead to a delay in providing you with
advice.

Use the “Supporting documents and images” tab to attach any other relevant document (including a statement of significance or statement of
needs) to support your proposal.

If you wish to withdraw your proposal, click “Abandon”.

Details | Supporting documents and images | History | Messages Edit

File Name Description Size Maodified Uploaded By
& g <115 01 16 From Ashley.T (VicSoc).pdf 15 01 16 Letter from Victorian Society 128123 16/01/2015 15:05:40 Rupert Allen

| L, Site Map| Privacy| T & C| @ 2014 - 2015 Archbishop’s Council | Web site by exeGes|S
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Option 1

4. Drag & Drop the file in the centre of the square (Click on the file you wish to upload
— hold down the left button on your computer’s mouse — drag the file to the centre of
the square — and let go of the mouse’s left button)

Details | Supporting documents and images | History | Messages £

File Name Description Size Modified Uploaded By
- & j - 1501 16 From Ashidy T (VicSoc).pdf 15 01 16 Letter from Victorian Society 128123 16/01/2015 15:05:40 Rupert Allen

= And cfc (\lpak) (Z:) - julie.patenaude - Architectural Drawings ~ Add a file  Add

ols  Help e e e e e e S

Views H Open with Adobe Reader 9 = @ Print

Name = |v|Dahemod<ﬁEd |-| Type I
@Jhd’]ibechﬂal Drawings 20/01/2015 11:50  Microsof E = nrnNHuhDr;?AgnE?d drop afile here
T DCANISubmitApD A, 16/01/201512:25  Adobe A |
Imaasuring-muls 20/01/2015 10:56  Adobe A |
“Tlprint-settngs-for-sc...  20/01/2015 10:52  Adobe A IL ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
Select file...
; Description
i
Site Map| Privacy| T & C| ® 2014 - 2015 Archbishop's Council | Web site by exeGesIS
5. Enter a description of the file (e.g. architectural drawing of the North Transept —
Proposed) and click “upload”
Details = 'Supporting documents and images; | History ~Messages Edit

File Name Description Size Modified Uploaded By
& 3 = 15 01 16 From Ashley.T (VicSoc) pdf 15 01 16 Letter from Victorian Society 128123 16/01/2015 15:05:40 Rupert Allen

Add afile Add

Select file...

DCAN1SubmitApp Amended Sept 2010.pdf T

Description
architectural drawing of the North Transept - Proposed

7

Site Map | Privacy| T & C| © 2014 - 2015 Archbishop's Council | Web site by exeGesIS
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Option 2

6. Click “Select File” and locate the drawing on your computer

[ — g =)

ulie.patenaude ~ Architectural Drawings 623 [5<=rcn (2]
Organize v 4 Views ~ | New Folder @ c | ' Google ,0‘ B- & 4
Favorite Links i e
7 Architectural Drawings JmitApp Amend
[F/ Documents = measuring-tools = print-setiings-for-scaling-pdf-d... mplete them all at once - you can always save your work and return
B Desktop
%] RecentPlaces i ; 3 i . i
= Wwill be sent to the DAC who will provide you with advice. You will no
/% Computer . o
B Pictres Fd “Submit”.
!? Music ement of Needs (although these documents are only essential when
[ Recently Changed vide these documents, go to the last page of each relevant online
I8 searches the DAC with these documents could lead to a delay in providing
|\ Public
elevant document (including a statement of significance or
Folders ~
Fle name: [DCAN1SUbmitApp Amended Sept 2010 =] [ArFies | essages Edit
==
2 Size Modified Uploaded By
& E =115 01 16 From Ashley T (VicSoc) pdf 15 01 16 Letter from Victorian Society 128123 16/01/2015 15:05:40 Rupert Allen

Add afile Add

Description

Site Map | Privacy| T & C| © 2014 - 2015 Archbishop's Council | Web site by exeGeslS

7. Enter a description of the file (e.g. architectural drawing of the North Transept —
Proposed) and click “upload”

Details Supportingdocumentsandimagesﬁ History | Messages Edit

File Name Description Size Modified Uploaded By
& j )~ 15 01 16 From Ashley.T (VicSoc).pdf 15 01 16 Letter from Victorian Society 128123 16/01/2015 15:05:40 Rupert Allen

Add a file| Add

Select file...

DCAN1SubmitApp Amended Sept 2010.pdf T

Description

architectural drawing of the North Transept - Proposed

(T, Site Map | Privacy| T & C| ® 2014 - 2015 Archbishop’s Council | Web site by exeGesIS

13 |Page



Printing Architectural Drawings

If the electronic file has been sent in the correct format (A3 or even A4) it will be very easy to

print the drawing as you would any other electronic document.

If the file, however, has been supplied in the wrong format (A1 for example), it is still

possible to print the drawing in the correct scale without re-sizing it.

Example: Adobe Reader V7 / Hewlett Packard DesignJet 750 / A1 Plan / A1 Paper. *The
principle should apply whatever the printer type.

1: PDF format Al Plan ready to print in Adobe Reader v7

| Adobe Header - [41 Plan - Bedsit, pdf]
T Hlo Edt View Document Tools Window Help

b sect @%vz o BT - ® "“-. !’)Hem-. =

!
] wt | f¥AsigQl o

¢ Create Adobe FUE Unilng...
1 (2 Open. et}
| @, cmat...
g =
£ Digital Cditions b
| Uose ks
Save 8 Cepy. .. shit+bres
Sags as Text
Document Propesties. .. kD
Print Sgbup... ShitCtitP
S, o e
Brigiilg TetErnat Brining Shitactdeo
Select 'Print’ [t psn-pedsit pof
to go to cumenls and Selings),, JCCHMAP, pdl
Driver
settings
I
£
H
g |
5
-
g L
E r e
5

GROUND

BEDSIT

~ R

| AS PROPOSED PLANS

siE

[ )
] | It

HERSIT |

=t
id stant

W Planning Po. .

W% POF Driver ...

o Al Plan-B...

2 £4 pager fo...

b POF Printer ...
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=3

2: Default PDF Printer Driver settings are often incorrect! - This would result
in a 6% error when printing this Al plan.

Print E‘El

Pinter Select
- =
Mame: | HP Designlet 750C [E/A0) Cobr ~| Cropetties | ‘Properties’
e S Her Comments and Forme to change
Type:  HP Desgndet 750C [EAAD) Color |Dn|:umem and Stamps v} Paper Size
Frint Range. Presien
(OF-]
O Curent yew
O Pages (|1 a1 k e A
Subset| All pages i rangs Rz a0es T
Page Handing
Copies 1 19 B
Page Scaling: Fit to Printer Maigins
[7] AutoHatale and Legief ==
[[] Lhoose Faps#Source by FUF page size
,“v:rong! E . . Urats: [nches Zoom: %
Fit to printer Margins _________———————"
= Zoom 94% 1411
= Print size incorrect!
At
I

If you have not done it already, you may have to go into the Printer Properties and
change the paper size to the correct 'ISO’ ‘A’ size, and make sure that the ‘advanced’
settings show any scaling as 100% - these details may differ slightly depending on the

type of printer / plotter

HP Designjet 750 ‘Printer Properties’ - select ‘Paper/Quality’ tab

& HP Designlet 750C (EfA0) Color Document Properties Eb_—tj

Color

=
| OBlackt Whe

(&) Colos

| Select ‘Advanced’

el
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4: HP Designjet 750 Printer ‘Advanced Options’

HP DesignJet 750C {(E/A0) Color Advanced Options

)

Y HP DesignJet 750C (E/AD) Color Advanced Document Settings
= E PaperfOutput

Paper Size:

Copy Count: 1 Copy
(= ] Graphic

Print Quality: Best (Enhanced)

"ISO’ Paper sizes:

Scaling: 100 %

& fle Documert Optals Change Paper size

Halftore Cdlor adjust to 'ISO Al or
Quick Postedr Mode (S| other size as
required

Make sure that Scaling is
set to 100%

mm inches
A0 841 X 1189 33.11 X 46.81
Al 594 X 841| 23.39 X 33.11
A2 420 X 594 16.54 X 23.39
A3 297 X 420| 11.69 X 16.54
A4 210 X 297 8.27 X 11.69

You can then return to the PDF Printer driver settings and make sure that ‘Page
Scaling’ is set to '"None’ - The document and the page will then show the same size!

5:

Change Page Scaling which
should always be set to
‘None’ for an accurate print!

Document size = Paper size

Print
Prnter
Mame: | P Designlet 750C [CAAD) Color

Status:  Ready
Iype:  HF Desigrlet /L [E/80) Lolor

Print Riange
®al

) Cunsrd xicry

O Pages fion 1 | [1
Sulmal,

Pzge Handling ;
Lopies 1_

[ 1Fmt to hle

1 Frnting lips l Advanced

Paga Scaling: Nore |
Auto, ‘and Cenlor
["] Choose Paper Source by POF pace size

PDF Printer Driver settings are now correct!

Cuomimerds arnd Fuins,

w

[Dtctanes enc scompe

Freview

3]

ke

Drocunesnt. 33.1 % 2304
Paper 2212 234 in

1£1M

in

The plan is then ready to print!
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6:

back into Printer Properties ‘Advanced Options’

HP DesignJet 750C {E/A0) Color Advanced Options

BX

Change Paper size to A3 |

Copy Count: | Copy
= |||_.'| Graphic

Change scaling to 50% I

T (s0 2

7 i

= ﬁ'b Document Options

f‘. HP Designlet 750C (EfA0) Color Advanced Document Settings
| = L& Paper/Qutput
PepEr Me: 150 443 297 x 420 mm

Print Quality: Best (Enhanced)

Halftorne Colar Adjustment. .,
Quick Poster Mode (Single Image Page): No

Frinter
Mome: | HPDesignlet 7500 F/AN) Colw

Stotus:  Meady
Type:  HP Designlet 750C [E0) Color

Fint Hange
Qa

) Cunneril acew

Make sure
that Page
scaling is still
‘None’

Page Handing

Lopies: 13
nge Scaling: | Mone -
Auto; © and Cenler

[] Choose Faper Source by FOF page size

Print 1o file

Advanced

Cnpoments and Farms:
| Docunert and Stamp:

I3

Freviewe

16.54

T

ak

11.69

Document: 2213 234in g

To enable an Al plan to be printed accurately at 50 % on A3 paper - go

PDF driver settings to enable A1l document to be printed out on A3 paper

Faper Z34 %331 m
111 i

The Al plan is then ready to print on A3 paper!

These should be
the correct
dimensions for A3
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Looking at Architectural Drawings on the Computer

Reading architectural drawings on a computer screen can perhaps seem like a daunting task

— the details are so very small!

Electronic copies of drawings, however, can provide you with some benefits over traditional

printed drawings.

1) Colour: many of the drawings come with colour to help you focus on areas of

proposed change.

2) Compare & contrast: the computer will enable you to open two electronic files
simultaneously and place them side-by-side allowing you to compare and contrast

the existing and proposed plans quickly.

3) Overview of the project in a glance: once you have identified the area of proposed

change, you can acquire a good overview of the project.

4) The marvels of zooming: the zoom function can make any detail on the drawing as

big as necessary and without too much eye-strain.

a) Simply locate the zoom function on your Adobe Reader software

v =
Fie Edit View Dnmmenthdnw Help

= ib o @ ¢ | Select & Zoom v W Select Tool
o
s » " Hand Tool
b i
B % Marquee Zoom
Customize Toolbars. .. ® .
', Dynamic Zoom

251 Pan & Zoom Window
= Loupe Tool

i, Snapshot Tool

Alternatlve Seatlng
Arrangement

Ef .l
.. - o

Key Planz
scale: 1:500

Page:120f12 | Words:860 | <  English [UK) |

IElEE =2 = 120% =} y] (+)



b) Create a square box around the area you want to investigate by click on the left

button of you mouse and dragging it across the relevant zone.

Fie Edt View Document Tools Window Help

DL I8 s jee ] [ &

E
E-

Alternative Seating
Arrangement

Key Plang
scale; 1:500

Page:13 013 | Words:881 | <& English (UK) |

¢) And voila!

File Fdit View Document Tools Window Help

|ERE = = 120% (=)

i = A [Tl ®@[E= - o 6 iffd -

b

i)
g
itchen with inbuilt gggﬂners We
| ! cupboards and retraclaqle el
| P — —SeIVeRh . . - - ‘
| r | ‘
! 1 | '\
I mmmmmmemes 18 -5
| : ) . 2
— | | 7
= ! b i
\ - L
@, | \ | [ vl /

| North Transept

165451169 4|

Childrens wash hand
_|——sjnk within lobby area.

-
— J
\
\
Storage
‘ cupboards.

Page: 14 0f14 | Words:883 | &5 English (UK) |
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d) Repeat the process as needed

It is important to remember that there will always be people who prefer printed copies of
architectural drawings over electronic ones.

Using the Online Faculty System does not exclude the use of one over the other, but rather
provides you with another tool to assist you with providing the best advice to parishes as
possible.

20| Page



