[image: fold]CREATING A FOLDED A5 BOOKLET IN WORD
(XP AND 2007)


SETTING UP THE BOOKLET

1 Open a new, blank document.
[image: cust][image: marg]
2 Click Page Layout tab, click Margins 	      click Custom Margins 

3 From the Multiple pages drop-down menu, select Book fold.  Word sets the orientation to Landscape.

4 From the Sheets per booklet list, select the number of pages ie 4.

5 Change margins if required.

6 Click OK.


KEYING IN THE PAGES

1 The page displayed is A5 in size.

2 Start with the Front Cover – add text and graphics as required.  

3 Insert a page break and enter text and graphics for the Inside Left page

4 Repeat step 3 twice for the Inside Right page and then for the Back Cover.


PRINTING THE BOOKLET

1 Select File, Print.

2 Select the Manual duplex check box.  This is required for printers which don’t automatically print on both sides.

3 [image: ]Word will print the first page and then you will get the following prompt.  

4 Turn the printout over and replace in the paper tray.  (Try this out first.)

5 Fold your printout to achieve your A5 booklet.
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