How to print a booklet from a PDF document

This can be simply be done by opening a PDF document using Adobe Acrobat and on selecting print

set the options to print a booklet.

This page tell you how to download a PDF document that has been opened from a website and is
being viewed in an internet browser such as Internet Explorer, Google Chrome etc.
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The document open on the
internet may look like this

Depending on your Web
browser you should move the
mouse over the bottom or
the top of the screen looking
for a down load icon that
should appear something
similar to this or at the top of
the screen

Select the down load button.

Possible alternative Icons
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The Save As window will open
and select where you want to
save it. With some web
browsers the download
location file may be pre-set
and it will not ask where to
send it. Hope you know
where it is!

Now you will have to locate
the file and it will (we hope)
open in Adobe Acrobat.



Document open in Adobe Acrobat

This page shows you how to print a PDF file that as a booklet.

El bacc_pages_autumn-2015.pdf - Adobe Reader

Fie_Edt_View Vindow Help

Do |HERZSAOGE

File Edt View Window Help
B | QBB roe

Copies

\\DFINOLOA hp deskjet $90c

I

Pages to Print
o

Cument page

» More Options

) e

(7] Choose papar source by PDF page size

1 Printon both scles of paper

Fle_tat View_Windom_belp
Eopen | BB B @ Fll e [v0rmioisin segesnic
copies i

Pages to Print

ou

Cument page
Pages g1 P

* More Options.
PageSing &Huding @
[ | @Frone
ft

Acusisice

® Sink ovenized pages:
Custom Scae: %
(CJChooss papersourc by POF g size
1Pt on both sdes o paper
[—

At portandscape

®pomait

Landscepe

e snghcanc

B bacc s st

#) [Poget |otam | (=) @ [so% [-] | 4 B3 | @ B

— | [ owcmennice.

v Propetes Advanced

CIPrint i greyscale (black and white)
Comments & forms.
Document and Markups.

Pages  [Foge 1 Page &

X Tools | Fill &Sign = Comment

B &R -

Sreprrtes Adveced

[JPrnt in grayscale (black snd white]
Comments & Forms.
Document and Markups

Wl Fecorned (085 - -

Fle Edt View Window Help

\IDFINOLOA hp deskjet $90c

Eoeen | G TR E] e
p= Copies: 1
Pages toPrint
oa

Cunent page

* More Options.
Page Sisng & Handing @

e ¥ Poster

Booklet swbset: | Frontside only
Sheets from 0 0 f©
Bindng n .

Orietation:
® poanit

Landscape
] Auto-rotete pages within each sheet

£ marc 9
@

e snghcanc

B b e s

ey

[E) wwaripe ||

W Fecorned 185 -

|| Prpetes Advenced

CPrtin greyscle (bl and whte)
Comments & forms.
Document and Markupz

1169827 Inches

Summarze Comments

[

Pageieti0 )

B2 B2 H

SR

A B

1. When you open the file in
Adobe Acrobat it may look like
this. If you want to see a
complete page you will have to
change the scale, but you don’t
have to.

Select print.

3. The Print window will open and
may look like this. Notice the
little picture of the first page.

4. Select Booklet.

5. The little picture will now
change to show the last and
the first pages. If there are an
odd number of pages then the
last will be blank.
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All that has to be done is to
select how the printer is going
to print from here.

If the printer is a duplex printer
and automatically turns the
pages over then select ‘Both
Sides’.

If the pages have to be turned
over manually and if the
printer normally prints the first
page of a document first then
select ‘Front side only’.

or

If the printer normally prints
the last page of a document
first then select ‘Back side
only’.

If you have to manually turn the
pages over, then when it has
printed all the pages insert the
pages back into the printer so
that the last edge of the sheets
from the printer (usually the
bottom of a normal page) goes
in first and the printed pages
are facing backwards. Keep the
sides of the sheets on the same
side.

Having inserted the pages select
Print and then select the other
‘Front or Back side only ‘option
from that used before and Print.

If you print with the ‘Front or
Back side only’ options in the
wrong order the booklet will be
printed OK but the sheets will
be the wrong way round!

Now all that is left to do is to
fold the sheets and staple to
have a booklet.

Happy printing.

As this is a PDF document have a practice, click on print and print your booklet!!!



