WORD DIRECTIONS
Skeele

Creating a Single Fold (Book Fold) Booklet
1. Open a Word Document
2. Click on “File”

3. Click on “Page Setup”

4. Set top, bottom, inside and outside margins to .5

5. Under “Pages,” in the drop box next to “Multiple Pages” select “Book fold”

6. Next to “Sheets per booklet” select “All”

7. Click “OK”

8. The cover is the first page on the screen followed by page 1, page 2, ETC
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When it prints the booklet will look like the picture below.
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