Online Application Printing Tutorial
A couple of the more frustrating things for the genealogy staff to deal with on the new online
application forms are:
1: Applications that are printed on three pages when they could easily have been printed on a two
page application.
2: Generations split across pages
This is a tutorial on how to fix these issues.
This is a typical application exhibiting these issues:

As you can see in the above example, page 3 of this example has only three lines of signatures.
There is no name of the applicant on this page and no ACN # is shown on this page. If this page
becomes separated from the first page of the application, there will be no way for the staff to find
the correct application to which to attach this page. There would also be no way based on pages
1 & 2 to know when the application was registered.
The biggest issue forcing this application to a third page is superfluous spacing in the references
section.
Starting with generation 3, each reference document is listed on a separate line, sometimes with
two or three blank lines between documents. These extra blank lines are usually caused when
cutting and pasting from another document, such as from a Word document. The hidden
formatting in these documents will show up as blank lines in the references sections. The
additional spaces may also be caused by un-needed hard returns.
It is a simple matter to put a semi-colon between each reference document and take up less room
in the references section. It is also possible to abbreviate references. Instead of typing out Death
Certificate, it is perfectly acceptable to enter D/C, or B/C for birth certificate, M/L for Marriage
License. Some applicants want to be overly enthusiastic when listing reference documents, some
going so far as to list the State of the document, the Certificate Number, the issuing department
and the address. D/C John Doe is sufficient. Additional notations to explain what the document
represents are unnecessary.
Instructions are included here on how to make these corrections before sending the application to
the State Registrar. If these issues do reach the State Registrar, he should return them to the
Chapter or the applicant. Doing so up front will avoid delays in the approval of the application at
the National level, as in many cases, re-printing WILL be required.
1: Login to your account on the NSSAR webpage. Go to the Members Portal. In the search bar,
type the online ACN number from the online application and hit the search icon.
When the application is open, go to the generations section:

Click on the generation where the extra lines appear and locate the references section. In this
case, generation 3.

Place a semicolon after Applicant’s B/C and delete any blank spaces to pull the next line up to
the space after the semi-colon.
Example:

Do the same for each succeeding generation to remove any un-needed spaces or lines.
Be sure to save each generation after making any changes.
In most cases this will remove enough blank lines to allow the application to be printed on one
sheet of legal-size paper, printed front to back.

Now to address how to avoid having a generation break across two pages.
The examples below are achieved using the Google Chrome Browser. Results or labels may be
different in other browsers.
This is the above corrected application in the print preview page at 100% scale
As you can see, generation 7 is split with two lines on page one and the rest will be on page two.

By changing the value in the “Scale” window you can make the print larger or smaller, allowing
the lines to be moved up or down, keeping the generation and references together

Here is the same application with the scale at 103%

The front page now stops at generation 6, and the references are with the generation.

Here is the same application with the “Scale” is set to 92%

The front page now stops at generation 7, and the references are with the generation.

Care should be taken to not move the “Scale” down too low so that fonts become too difficult to
read or to move the scale too large. An acceptable range is usually between 90 and 110%.
Any application printed with a font too small to be read comfortably by the staff will be returned
for re-printing. Side margins on the application should be no smaller then 1/4 inch and no larger
than 3/4 inch.

We fully recognize that in some cases there will be more reference documents listed than will
allow the application to be printed on one sheet of paper, but when possible, the applicant and the
State Society should make every effort to keep the application to two pages on one sheet of legal
paper printed front to back.

