Printing Instructions for Civ II Game Mechanics Booklet

Unfortunately, Word 2000 makes printing booklets difficult, so here’s what you should check before printing.

First, the booklet is spread across two documents (sorry):  Civ2Booklet.doc and Civ2TerrainChart.doc.  You can choose to include the Terrain Charts in the booklet or to print them full size.  Most of the instructions below refer to the booklet.

The main things to do are:

1. Fix any A4 to Letter paper size conversion issues.

2. Check pagination and line breaks.

3. Choose which optional pages you want to print.

4. Sort out 2-sided printing issues.

5. Adjust the table of Contents

6. Print, trim and staple.

If you’re already comfortable with these aspects of Word, you can probably skim ahead to the Page List and Printing Plan.

If you have any suggestions on how to simplify this process, please email me.  But note that I only read email with a descriptive subject line.

Step 1:  Fix any A4 to Letter paper size conversion issues.

The booklet is intended to print in A5 size on A4 paper.  If you’re printing on Letter-size paper, be aware that A4 paper is slightly narrower and noticeably longer than Letter paper.  Word 2000 has an option (Tools|Options|Print|Allow A4/Letter paper resizing) that should deal with these differences automatically.  However, I can’t confirm that it will actually work.

If you find that odd pages are printing too close to the paper’s edge or that 2-sided printing isn’t lining up right, try changing the paper size to Letter for all sections (File|Page Setup|Paper Size) and adjust the margins (File|Page Setup|Margins) for each section, as follows.

In each section, decrease the Outside Margin to 13.89 cm (5.47 in).  The other margins shouldn’t matter.
The last section is just the last two pages, but needs to be treated separately.  The other sections can all be adjusted together by making a selection that spans pages 1 to 6.
I believe no adjustments are needed in Civ2TerrainChart.doc.

Step 2:  Check pagination and line breaks.

Unfortunately, the amount of space on a page in Word depends on the default printer driver (not one of Microsoft’s smartest decisions).  This means the same document may print differently on different printers, so it always pays to check the pagination and line breaks in a foreign document before printing.  Page Layout View is useful for this.

In both documents, all blank pages contain hidden text marking them as intentionally blank.  You can see this hidden text if you can see all paragraph marks, etc. (depress the button with a backwards P on, at the right of the Standard Toolbar).  You should be able to see blue text with a dotted underline on the fifth page of the booklet.

Look through the whole booklet and make sure the only blank pages are the two marked.  Also look for strange line-breaks (eg: in the Unit Upgrade chart, make sure you can see all the info in each text box).  Do this, also, for Civ2TerrainChart.doc.  Finally check that the Unit Upgrade graphics haven’t moved to obscure underlying text.
Step 3:  Choose which pages to print.

The booklet is primarily a quick reference, to help you make good decisions in Civ2.  However, additional pages are also included — with explanatory notes and reference material of little immediate use — which you may not want to print.  These appear towards the end of the booklet.

Civ2TerrainChart.doc contains three versions of the Terrain Improvement Chart, one for each class of government.  You may prefer to print just one of these.  Or you may prefer to print these at A4 size, separate from the booklet.

Consult the Page List and Printing Plan, below, to help decide which pages to print.

Step 4:  Sort out 2-sided printing.

Even if you have a printer capable of 2-sided printing, you probably won’t be able to just hit Print.  Sorry about this, but the structure I chose makes the booklet easier to trim and staple, as well as avoiding some limitations of Word 2000.

First, figure out how to get your printer to print 2-sided successfully.  The idea is that what’s printed on both sides of the paper agrees on which edge is the “top” of the page.  You could use this document, with Word’s Zoom feature, as a test sample.
For 2-sided printers, set up the printer driver with the Short Side of the page connected (File|Print|Properties).  Try it out on pages 3–4 and check that all the margins line up, etc.

For all printers, I suggest you try to print page 3 and 4 on the same paper manually (you’ll need to know this to combine the three parts of the booklet).  Print page 3, put the paper into the manual feed tray and print page 4.  Keep track of the orientation of the page in the manual feed tray and how this affected where page 4 ended up.  Make sure you’ve figured out how to get it right before printing all 24 pages.

You’ll also need to sort out how to get the right pages back-to-back, particularly if you’ve decided to skip some pages.  Consult the Printing Plan, below.

Step 5:  Adjust the table of Contents.

You can add or remove entries manually, add page numbers, or remove the Table of Contents entirely.  You can also add page numbers to each page.
I haven’t included page numbers by default because they’ll change if you don’t print the whole booklet.  Also, Word does funny things if you print a range of pages and the numbering has been reset.  eg: if section 2 restarts numbering with page 1, telling Word to print just page 1 prints two pages!  (Both page 1s.)
If you want to include page numbers, you’ll need to insert section breaks wherever the numbering changes (eg: Terrain Improvement Effectiveness) and use Insert|Page Numbers|Format (OK to confirm, then Cancel to not reinsert) to change the numbering of the first page in each section.  I suggest centring the page number in the Footer and not numbering the first two pages.  You’ll need to adjust for the pages bearing Terrain Charts, and set the Governments page number manually.
The easiest way to include page numbers in the table of Contents is to view the field code (cursor anywhere in the table, then Shift-F9), delete the “\n”, then rebuild with F9.

Step 6:  Print, trim and staple.

Here’s one way it could work.

First, print the odd pages you want from Civ2Booklet.doc, put some of these into the printer’s manual feed tray and print the corresponding even pages.  With a 2-sided printer, you can probably do this in one step.

Second, print the pages from Civ2TerrainChart.doc.  This document is designed to print using Word’s Zoom printing feature (File|Print|Zoom).  This way, you can also print them at full, A4 size (and they were easier to build at this size).  Blank pages have been inserted to correctly align with pages from Civ2Booklet.doc, according to the Printing Plan, below.  These may be adjusted for a different plan.  To use the Zoom feature, in the Print dialog, set “Pages per sheet” to “2 pages” and “Scale to paper size” to “No Scaling.”  Then use the printer’s manual feed tray to meet your printing plan.

Third, do the same thing with the Governments table at the end of Civ2Booklet.doc.  This table is too wide to fit across an A5 page, so I’ve rotated it 90º by setting the paper orientation to Portrait (the rest of the document is Landscape).  Unfortunately, Word 2000 can’t deal with a mix of Portrait and Landscape pages very well, so I’ve had to move this table to the end of the document and insert a blank page.  I suggest orienting the “Governments” title towards the binding and leaving the back of the booklet blank (that means turning it around and trimming it separately from the rest of the booklet).
Fourth, gather the pages together and make sure they meet your printing plan (especially that they’re in the right order).  Make sure each sheet of paper lines up the same way and use a guillotine or equivalent to cut off the blank, right half of the booklet, leaving sufficient margin.

Finally, staple and enjoy!

Page List

Civ2Booklet.doc
  1.  Title Page

  2.  Contents & Introduction
  3.  Wonders of the World

  4.  Spaceship and Throne Room

  5.  (Blank)

  6.  Terrain Improvement Effectiveness

  7.  Terrain Type Summary, Optimal Terrains, Resource Calculations

  8.  City Mechanics and Sample Cities

  9.  Special Cities and Alleviating Hunger

10.  City Improvements 1

11.  City Improvements 2

12.  Unit Upgrade Paths — Ground Units

13.  Unit Upgrade Paths — Sea and Air Units

14.  Superhighways Analysis and Tax Calculations  *

15.  Tax Earnings and Superhighways Analyses

16.  Production Cities 1  *

17.  Production Cities 2  *

18.  Explanatory Notes 1  *

19.  Explanatory Notes 2  *

20.  (Blank)

21.  Governments

22.  (Blank)

Civ2TerrainChart.doc
1a.  Terrain Improvement Chart — Anarchy, Despotism  *

2a.  (Blank)

3a.  (Blank)

4a.  Terrain Improvement Chart — Monarchy, Communism, Fundamentalism  *

5a.  Terrain Improvement Chart — Republic, Democracy

* Starred pages contain supplementary tables and are considered optional.

Printing Plan

The arrangements below are designed to make it easy to find the most important, or most commonly-accessed information.  For me, this means the Wonders of the World, Governments, and Terrain Chart for a Republic or Democracy.  Other pages try to keep similar information together.  I’m assuming odd pages are easier to access than even pages, so they’re more important (eg: Terrain Type Summary goes on an odd page).  Finally, I’ve tried to make facing pages related, so you can see everything at once (eg: the Unit Upgrade charts).  If you change anything, I suggest you keep these things in mind.

Note:  Be careful if you move pages around.  For odd and even pages to line up, odd pages need to appear on the left of the paper, even pages on the right.  Add or remove blank pages to ensure this is so.

Printing Plan 1:  All Pages

	Left Pages
	Right Pages

	
	1. Title Page

	2. Contents & Introduction
	3. Wonders

	4. Spaceship and Throne Room
	5a. Terrain Chart — Republic, Democracy

	4a. Terrain Chart — Mon., Comm., Fund.
	1a. Terrain Chart —Anarchy, Despotism

	6. Terrain Improvement Effectiveness
	7. Terrain Type Summary

	8. City Mechanics and Sample Cities
	9. Special Cities and Hunger

	10. City Improvements 1
	11. City Improvements 2

	12. Unit Upgrades — Ground Units
	13. Unit Upgrades — Sea and Air Units

	14. Superhighways and Tax Calculations
	15. Tax Earnings and Superhighways

	16. Production Cities 1
	17. Production Cities 2

	18. Explanatory Notes 1
	19. Explanatory Notes 2

	20. (Blank)
	21. Governments

	(Blank)
	


1. Print all of Civ2Booklet.doc, Odd pages only (include page 5, even though it’s blank).

2. Turn the paper over appropriately (you may need to reverse the page order, but keep the blank page 5) in the manual feed tray and print all of Civ2Booklet.doc, Even pages only (you can safely skip page 20, as it is blank).  Close Civ2Booklet.doc and clear the manual feed tray.
3. Insert page 6 (Effectiveness…) in the manual feed tray to print on the blank side and print page 1 of Civ2TerrainChart.doc with the “2 pages per sheet” Zoom option.

4. Print page 5 of Civ2TerrainChart.doc with “2 pages per sheet” on a fresh sheet of paper (it should print on the left of the page).

5. Turn over the previous sheet of paper in the manual feed tray and print pages 3-4 of Civ2TerrainChart.doc with “2 pages per sheet” selected (it needs to print on the right to line up with step 4).

6. Reorder the pages, if necessary, before stapling and trimming.

If using a 2-sided printer (set “short sides together”), combine steps 1 and 2 by printing all of Civ2Booklet.doc, and combine steps 4 and 5 by printing pages 3–5 with “2 pages per sheet.”
Note:  If you’re not including the Terrain Charts in the booklet, in Civ2Booklet.doc change page 4 to an odd page by switching it with page 5 (cut and paste the blank page 5 so it becomes page 4).  In Civ2TerrainChart.doc, only pages 1, 4 and 5 actually contain text.

Printing Plan 2:  No Optional Pages

	Left Pages
	Right Pages

	
	1. Title Page

	2. Contents & Introduction
	3. Wonders

	4. Spaceship and Throne Room
	5a. Terrain Chart — Republic, Democracy

	6. Terrain Improvement Effectiveness
	7. Terrain Type Summary

	8. City Mechanics and Sample Cities
	9. Special Cities and Hunger

	10. City Improvements 1
	11. City Improvements 2

	12. Unit Upgrades — Ground Units
	13. Unit Upgrades — Sea and Air Units

	15. Tax Earnings and Superhighways
	21. Governments

	(Blank)
	


1. Remove the lines you don’t want from the Contents on page 2 (easiest to manually use the Delete key).

2. Print pages 1-13,21 of Civ2Booklet.doc, Odd pages only (do not skip page 5, even though it’s blank).

3. Turn the paper over appropriately in the manual feed tray (you may need to reverse the page order, but keep the blank page 5) and print pages 1-12 of Civ2Booklet.doc, Even pages only.

4. Insert a page break before page 15 (Tax Earnings Analysis) to change it to page 16 (an even page).  Page 13 (Unit Upgrades — Sea and Air Units) should still be in the manual feed tray, ready to print on the blank side, so print the new page 16.  Close Civ2Booklet.doc without saving.

5. Insert page 6 (Effectiveness…) in the manual feed tray to print on the blank side and print page 5 of Civ2TerrainChart.doc with “2 pages per sheet.”
6. Reorder the pages, if necessary, before stapling and trimming.

If using a 2-sided printer (set “short sides together”), steps 1 and 2 may be combined (by printing pages 1-13 of Civ2Booklet.doc, then printing page 21 separately).

Note:  If you’re not including the Terrain Charts in the booklet, in Civ2Booklet.doc change page 4 to an odd page by switching it with page 5 (cut and paste the blank page 5 so it becomes page 4).  In Civ2TerrainChart.doc, only pages 1, 4 and 5 actually contain text.

Final Note:  On some printers, the shading may be too dark, while thin and thick borders may be indistinguishable.  Unfortunately, the only solution is to change them each individually.

Good luck!
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