


Flyers that have more that one page can be printed in
book form by following the steps listed below.

NOTE: This printing method requires a printer capable of
printing on 11”x17” paper size and duplex printing.

STEP 1:
Select “Page Setup” under the File menu and set the
Paper Size to Tabloid. Set Orientation to select head up
and Scale 100%.

STEP 2:
Select “Print” under the File menu and select “Layout” in
the third drop down menu.

STEP 3:
Select One (1) per sheet, select the first Layout Direction
and select Short-edged binding for the Two-Sided option.

STEP 4:
Select “Copies & Pages” in the third drop down menu.
Select the “Collated” check box, Select Subset “All pages
in Range”, Page Scaling set to “Multiple pages per
sheet”, Select 2 pages per sheet, Select “Vertical
Reversed” under Page Order and place a check on the
“Auto-Rotate pages”.

Enter the number of copies you would like to print and
select the Print button to complete the printing process.

You may also print each page on separate pages and
staple together if duplex printing is not availble.
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Flyers that have more that one page can be printed in
book form by following the steps listed below.

NOTE: This printing method requires a printer capable of
printing on 11”x17” paper size and duplex printing.

STEP 1:
Select “Page Setup” under the File menu and set the
Paper Size to “11 x 17”, Orientation select Portrait.

STEP 2:
Select “Properties” button next to the Printer name and
select “Setup” tab. Select the 11”x17” paper size. Select
the Layout option to display “1 page per sheet”. Select
“Off” under the Duplex drop down menu. Select “OK” to
go to the next step.

STEP 3:
Select the “Print” option under the File menu. Select the
“All” radio button under print range. Select “Booklet
Printing” under page scaling. Select “Both sides” under
Booklet subset. Select sheets from “1” to “1” and Select
the Left option in the Binding drop down menu. Select
the OK button to print your Flyer.

You may also print each page on separate pages and
staple together if duplex printing is not availble.

IMPORTANT: Printing dialog information may look
different on your screen based on the printer you have
selected. If the screen layouts in this help guide are not
what you see, look for the selctions made in this guide
and apply them to your printer dialog windows to
accomplish the same result.

Duplex Printing Instructions
for PC Computers


