To create a Booklet in Word:
1. Open a blank Word Document.  

2. On the Page Layout tab, click the Margins drop-down arrow.  Choose Custom Margins.  

3. On the Margins tab of the dialog box in the Multiple pages list, choose Book fold.  Choosing this option will automatically change the orientation to Landscape.

4. Tell the students that in a booklet normally the outside margins – those on the outer edges of the paper margins – are set for .5”.  Also, the top and bottom margins are usually .5”.  However, the space between the two pages is usually 1” – double the outside margins (.5” plus .5”).  I’ve always heard this referred to as the gutter.  Doubling the inside margins keeps the words on the booklet pages from being so close together.  Gives white space to the page.

5. In the Pages section of the Page Setup Dialog box, click the drop-down arrow adjacent to the Sheets Per Booklet.  Choose the number of pages that you will include in the booklet. Remind students that for the pages in a booklet to print out evenly, the number of pages must be in multiples of 4.

6. Format the rest of the page as desired.

7. In the rubric, it asks for textboxes, graphics, etc.  The pages become unstable and images don’t print in the right place if too many are implemented.  You might want to caution students about this.

8. We have duplex printers in our classrooms that will print the pages properly.  However, you may have to follow the instructions Word provides to create the booklet if you do not have a duplex printer.   I found that some people do not know what a duplex printer is.  It is a printer that will print on the front and back of a sheet of paper without having to put the paper back into the paper tray.

9. The capital equipment list now includes a booklet maker that can be used to staple the booklets in the center to create a more finished product.  We have one in our classroom.  It adds a touch to the project that the students really admire.

