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How to Make a Booklet in Word

This wikiHow teaches you how to set up a Microsoft Word document so it prints like a booklet. The easiest way
to do thisisto format a document using the '‘Book fold' layout, but you can aso select and modify a pre-existing

template. Open...
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Setting Up a Booklet
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Open Microsoft Word. You'll usually find this app in the Start menu (PC) or in the Applications folder

(Mac), indicated by a blue icon with awhite "W" init.

1. If you don't want to customize your own booklet, you can start with one of the booklet templates
built into Word. To do this, click the File menu, select New, type bookl et into the search bar,
press Enter, select a booklet template, and then click the Create button to set up your template.


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/how-to-make-a-booklet-in-word

Hamea Insert Design References Mailings Review View Help DocuSign

J_] :'l'-‘?-‘r |H: I J t= Breaks * Indent Spacing
Hd U | o P
= - © — OLreMumberz+ | TSLeft 0 + iaBefors: Opt
Marging Orientation  Size  Columns s S

= ~ = = -3 Hyphenation = Z+Right 0 - sm Aften [Bpt

Page Setup i Paragraph

Mavigation L
Search dacument ,0 =

Headings Fages Fesuits

Create an interactive cutlne of your docusment.

It's a great wany 1o keep teack of wheve you are o quickly
IMHOVE Wour conbent aroand.

quetfrazud, ga ta the Home tab amlapplyHudimg styles
2 1o the hesdings in your document.

wiki

Click the Layout ]tab. Thiswill pull up different options for formatting how the pagesin your Word
document will be displayed when you print them.
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Click on the[_Multiple pages ] drop-down arrow. This appears in the bottom-right corner of the Page
Setup dialog box under the Layout tab.
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Select [ Book fold ] from the Pages menu. This changes the layout to landscape (wide) mode with a
split down the middle.
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Select the number of pagesfor your booklet. The page options appear in the " Sheets per booklet™ menu.
1. Notethat if you choose a page number too small to print al of your text, then you'll have to change
the selection to All in order to have all the content visible on your computer screen printed.
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Adjust the Gutter size. The "Gutter" menu, which is near the top-left corner of the window, determines
the amount of space that will be available where the booklet will fold. Asyou increase or decrease the
gutter, the preview image near the bottom will update to show you the results.
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Click [ OK Jtosaveyour changes. It's near the bottom of the window.



Boaoklet

wiki

Add content to your booklet. Now that your document islaid out like a booklet, you can add your own
text, images, and custom formatting.
1. If you're new to Microsoft Word, check out How to Format a Word Document to learn how to
customize your text, add graphics, and position content as you desire.
2. If you're using atemplate, see How to Use Document Templates in Microsoft Word to learn how to
customize its pre-formatted content. Y ou'll usually want to edit the placeholder information
anywhere it appears.
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Save your booklet. To do so:
1. Click the File menu at the top-left corner.
2. Select Save As.
3. Select asave location.



4. 1f you want to save thisfile as atemplate you can edit for future products, select the Template
option from the "Save as type" or "Format" drop-down. Otherwise, keep the default setting (.docx)
selected.

5. Namethefileand click Save.
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Printing the Booklet
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Click the| Layout | tab. This displays options configuring how your booklet will appear when you
print it.
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Click the[_Margins ) menu. It's near the top-left corner of Word. Several options will appear.
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Select [ Narrow ) from the menu. Y ou can set your margins to whatever size you need, but the Narrow
option ensures that the size of your text and images isn't reduced too much.
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Clean up rags and other formatting artifacts. Rags are extra white space that can be cleaned up by
hyphenating aword or by justifying the text. Scan through the document to be sure your text |ooks the way
you would like and fix any rags you might find.
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Click the[_File ] menu. It's at the top-left corner.
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Click (_Print_). It'sin the menu on the |eft side of the screen. This displays a preview of your booklet.[1]
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Set your booklet to print on both sides of the page. If this option is permitted by your printer, select the
Print on Both Sides option from the "Pages"’ drop-down menu. Be sure to choose the option that includes
the text "Flip pages on short edge" so the back-side isn't flipped upside down.
1. If your printer doesn't support automatic duplex (both sides) printing, select Manually Print on
Both Sidesinstead.
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Select a paper size. The default paper sizeis 8.5 x 11, which is a standard sheet of printer paper. If you're
using a different size paper, select that paper's size instead.
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Check out the preview. The print preview appears in the right panel. Y ou can use the arrows at the
bottom of the panel to page through the booklet and make sure it looks correct.
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Click [__Print_]. It's near the top of the window. This sends the booklet to your printer.
Y ou finished reading the article "How to Make a Booklet in Word" edited by the TipsM ake team. We hope

this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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