How to print a booklet
First open the file you want to print.
Now click Page Layout in the top tab bar
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Click on “Size” in the Page Layout menu

[image: image2.png]



Click on A5 in the Size drop-down menu
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Next, click on the arrow in the bottom right-hand corner of the Page Layout tab marked “Page Setup”
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Then click on “Paper” in the Page Setup menu
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Now set “Paper size” to A4. Yes, that’s A4 (not A5)
Next click on “Margins” and in the Margins menu set the “Orientation” to Landscape and on the “Pages” tab below, in the “multiple pages” bar, choose Book fold
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The printer will now print two portrait A5 sheets on every landscape A4 sheet it spits out.

If you are printing a 50 page document, the first page that comes out of the printer will have Page 50 on the left hand side and Page 1 on the right hand side and so in the end you will have the makings of a book fold.
Now all you have to do is run this master print out through a photocopier and make double sided photocopies and there you are: a book fold. Fold down the middle and staple and it is just like a copybook.
