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1. Overview 

This guide has been specifically designed for all LCS Users within the Children & 
Young People Service who need to print a meaningful LCS document for wider 
distribution.  This guide will help you to use the functions available effectively. 
 

2. Printing Principles 

LCS forms are to be sent electronically in all instances where possible to other 
professionals, if the document is for a meeting it should be sent before the meeting 
takes place. Professionals can print their own copy for a meeting. 

 
Forms for distribution to Parents, Foster Carers and Children can be printed. 

 
 

3. Page Settings – Removal of Headers/Footers 

• Before printing any form on LCS, ensure that your page settings on 
Internet Explorer under ‘File>Page Set-up’ are set to remove the Header 
and Footers. You can keep the Page # of total pages as shown below. 
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• Ensure the setting do not print the URL.  If you use Google Chrome, click 
into ‘Print’ from the menu and then click ‘more settings’, at the bottom of 
the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

•  This will open further options, untick the Header and Footer.  

 

 

 

 

 

 

4. Printing Via Forms/Pathway 

• Within LCS, locate the form that you wish to print via the Basic 
Demographics, Forms tab, or the Pathway. Open the form. 

 

 

 

5. To Change How The Relationships Print In Your Form 

• In Basic Demographics, if any relatives have the ‘Crossed 
through print’ symbol next their details, they will not print; if there 
is no symbol, they will print.  
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• Click ‘Edit Relationships’ to edit the print settings as 
required. 

 

 

 

 

 

 

 

 

• Click on the ‘Update’ button on the far right-hand side of each 
relationship to edit appropriately.  

 
 
 
 
 
 
 
 
 

• Within the ‘Update’ screen, untick/tick the ‘Do Not Print this Relationship in 
forms’ tick-box as appropriate and click the ‘Update’ button.  

 

 

 

 

 

• Return to your LCS form, at the top of the left hand column 
click on the ‘Print’ link. 
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6. Configure the Print Out 

• The next screen will allow you to configure your print out, to help you 
create a meaningful and functional form. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• All forms have some configurations selected as default i.e.: Print Service 
User Details. These differ between forms, so ensure you check and edit, if 
necessary. 

 

 

 

• If an address is marked (Confidential) in Basic Demographics, it will read 
as ‘Confidential Address’ only in your printed form. You will have to untick 
this within Basic Demographics, Address history, if you want it to print in 
full. 

Configure Printable Style of Report 
Use Large Font = Enlarges the text size (This increase the number of 
pages in your printed form) 
 
Print Landscape = Changes page orientation. (The agreed policy is 
it to print in Portrait, except for Children’s Plans) 
 
Print For Paper Form Fill = Prints the form with large spaces to ‘hand 
write’ answers, if necessary. Please note this is not a blank template. 
 
Configure What to Print  
Print Service User Details = Prints Child’s Full Name, DOB, ID 
Number, Home, Temporary and Contact Address(s) and Tel contact 
details.  
 
Reduce Service User Details = Family Name, Given Name, Age and 
ID Number only (Untick this if you want to see the Service User Details 
– as above).  
 
Hide Address from Service User Details = Prints all other Service 
User Details (as above) except the Address. 
 
Print Guidance Notes = If ticked, prints the notes used to support your 
recording – This isn’t necessary for printing for family members 
and other professionals. 
 
Print Answered Questions Only = Prints the questions that have 
been answered and leaves all that were unanswered out. 
 
Print Multi Line answers beneath the question = Multi-line answers 
appear under the question instead of to the right-hand side of it. Use 
this when there are large paragraphs of text in your document. 
 
Configure Sections to Print 
Print Current Heading Only = Allows you to print the one heading, 
that was on screen before you clicked to ‘Print’. 
 
Select Headings to Print = Opens up a list of all of the headings 
within the form allowing you to select those that are relevant and to 
omit headings that weren’t completed. 
 
Consolidated Report = Allows you to print out an individual document 
for each child consolidated.  
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7. Printing the form 

•  Click the ‘Print’ button at the bottom of the configuration screen, once you 
have configured your form. 

 

 

• Your form will display in a printable view.  

• Using the banner at the top of the screen, you can change the orientation 
and font size, if applicable.  

• Click the ‘Print page now’ link to print your form or use the ‘PDF’ 
icon to export it to PDF. 

 

 

• If you want to change your configuration choices, click 
‘X Close Printable View’ to the left-hand side to return to 
the previous screen. 

 


