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Setting up a booklet in Publisher (Office 2003)

Open Publisher
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Choose ‘blank publications’

New from a design
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To make this into a booklet go to the “file’ menu

and choose ‘page setup’
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Click ‘ok’
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Microsoft Office Publisher

If this window appears click ‘yes’

Automatically insert pages?

This publication layout prints pages in groups of 4. You have 1 pageis) in your publication now. Click Yes ta
automatically insert 3 page(s). Click Mo to continue without inserting pages.

This will give you a 4 page (sides) A5 booklet which can be printed
back-to-back on one sheet of A4 and then folded. 11224
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If you want an 8 page booklet (2 sheets of folded printed on both sides) go to the “insert” menu,
choose ‘page’. When the window pops up, number of new pages should be 4, then click ‘ok’
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