
 
 
 
 
When converting your document to “PDF” using the “Print to ‘PDF’ Function, the  
“Scale to paper size” must be set to “No Scaling”.  This will ensure that all margins in 
your documents remain as created.         
 
 
 

     
 
 
 



 
 
 
To enhance the viewing and printing quality of “PDF” documents, use the steps below as 
you save your document to “PDF read only format”: 
 
Select File 
Print  
Adobe PDF 
Properties 
Change Default Settings from “Standard” to “High Quality Print”   
 

 
 
 
 



 


