l ipsMake.c.,m

TipsMake > Application >Office information >

How to print two sides of paper in Word, Excel, PDF
IS extremely simple

Not al printers support automatic duplexing of two-sided printing, so you need to know the extremely simple
two-sided paper trick in Word, Excel and PDF.

To start printing, make sure you check the paper, connect the printer to the computer, and ink to make sure
everything is ready to start duplex printing, then follow the instructions below.

1. Instructions on how to print 2 sides of paper in Word.

a. When the printer does not support 2-sided printing, follow these steps:
Step 1.
Use Ctrl + Pto bring up the Print dialog box, or go to File> Print.

In Print select Odd Page to print odd pages (pages 1, 3, 5, .) first.
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Step 2:

After the odd pages have finished printing, we reverse the faces of all the printed pages. Then do the same as
printing odd pages, but select the Even pages section to print even pages.

+ Or if you do NOT want to REVERSE the pages will be very laborious, you select the Even Pages section, then
in the Page section you number the page from the bottom to the top. For example, print from page 1 to 10, then
when printing an even page you type 10-1 in Pages as Ok.

b. With printer supporting 2-sided printing

Step 1:

Go to the File menu and select Print, or use the key combination Ctrl + P.

Step 2:

In Print Properties, select Finishing and tick Print on both sides to print on both sides of the paper.
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2. How to print 2 sides of paper in PDF

First of all, you need to download Foxit Reader and Adobe Reader to read PDF files.



Step 1:
Open the PDF and select Print or use the key combination Ctrl + P.
Step 2:

To print odd pages, select Page to highlight the pages to print. Then, in Subset, select Odd Pages only and click
OK to print.
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Step 3:

Proceed to invert the paper to print even pages. We also do the same as odd pages, however, in Subset section,
select Even pages only and click OK to print the remaining pages. Or if you do NOT want to reverse paper, you
select the Even Pages section, then in the Page section you number the page from the bottom to the top. For
example, print from page 1 to 10, then when printing an even page you type 10-1 in Pages as Ok.
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3. Excel double-sided printing guide



a. The printer does not support 2-sided printing
Step 1:

We copy to Word Paste (or Edit> Paste special> Microsoft Excel Worksheet Object> OK), pasteit into Word
and print on Word in parity mode.

Or useit directly in Excel with the Copy command then Paste Special> Vaues> OK.
Step 2:

Finally, we proceed to print 2 sides as Word above is done.

b. The printer supports 2-sided printing

The operation is simpler, just follow the following path: File> Print> Properties> Finishing> Check the Print on
both sides checkbox.

Y ou finished reading the article "How to print two sides of paper in Word, Excel, PDF isextremely smple’
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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