Booklet Print Instructions

Most of these tracts are set up to be printed on Letter size paper (8 %5” x 11” as used in The United
States) or A4 size paper (as used in Europe or Africa), in landscape mode, and in booklet format on a

printer that is capable of duplex printing.
The following is the setup we use to print the tracts:

1. Open the file with a PDF reader such as Adobe reader.
2. Click on the printer icon (in this example the fifth from the left):
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3. You should get a window similar to the following if you have a duplex printer:
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4. Click on Properties. The view for each printer is different, but you should get something similar

to the following:
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g HP Photosmart Premium C309g-m Properties

Printing Shortcuts | Features I Advanced |

A printing shortcut is a collection of saved print settings
that you can select with a single didk.

Printing shortcuts:

General Everyday Printing

Bl

Photo Printing - Borderless

Paper-saving Printing

Photo Printing - with white borders

Two-sided [Duplex) Printing

Fast/Economical Printing
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Save As... Delete Reset
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Paper source:
Automatically Select
Paper sizes:
Letter 8.5x11in.
Paper type:
Automatic
Print gquality:
Automatic
Print on both sides to save paper:
Off

Orientation:
Portrait
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Here is a view example for a different printer:

-

-

= Brother MFC-8380DN Printer Properties | 7 el |
. Brother
m MFC-8380DN SolutionsCenter
Basic | Advanced
Paper Size ’ Legal - ]
_____ Oriertation () Portrait @ Landscape
Copies 1 = Collat
11 P clate
Media Type [F‘Iain Paper v]
Resalution ’GDD dpi v]
Paper Size : Legal Frint Settings [GEHE'E" ']
81/2x14in _ —
(215 8 355.6 mm) Manual Settings...
Media Type : Plain Paper
Copies - 1 Muttiple Page ’Norrnal v]
Resalution : 600 dpi Right. then Dawn
Duplex / Booklet : Duplex
Duplex / Booklet ’Duplex v]
Duplex Settings...
Paper Source
First Page |Auto Select -
(Other Pages ’Same as First Page v]

[ Suppart... ] l oK ] ’ Cancel ] [ Help l

5. Set the paper size to Letter (USA) or A4 (Africa)

6. Set the Orientation to Landscape

7. Set for Duplex printing/Booklet to Duplex with the Booklet Layout or Settings set to Off or None,
or else it will print more pages on a sheet than you desire.

8. If your printer asks for number of pages per sheet, set for 1 page.

9. Set for Flip on Left Edge.

10. Set the print range for All.

11. Before you print, if you want a colored heavier bond paper for the cover of your tract, place it in
your printer at the top of your stack or in the manual feed tray. | would advise that you use a
bond size no greater than 110 to prevent paper jams.

12. You should be ready to print.

13. You will need an extendable reach stapler to print in the middle of the printed pages.

14. Fold the document in the middle where stapled.



