Page 4 (last page) when printed and folded, page 1 as you work.

	
Hint:  Thumbs here as you hold the paper to put it in the printer

	4050 Printing Instructions

Using Tray 2

From File - Print pages 1-2 only

Then put the paper back in with this side facing up and the opposite edge into the printer first. Then print pages 3-4.


Last Page

Page 1 when printed and folded, page 2 as you work.

Microsoft Word

Back-to-back 4-page booklet

Under Page Setup from the File menu (see inside pages)

Click 2 pages per sheet

Top, bottom, left, and right margins .5”

Paper Size - landscape

As you type, think of the pages in a different order:

The document’s first page is page 4 of the booklet

The document’s second page is page 1 of the booklet

The document’s third page is page 2 of the booklet

The document’s fourth page is page 3 of the booklet

Do not select multiple page per sheet under Print from the File menu

It is OK to use the Print shortcut button.  However, if you want a single copy back to back you will have to print from File and set the correct page to print, put paper in printer again properly, etc.

   Note:  The page may appear longer than usualwhen you use Print Preview

Page 2 when printed and folded, page 3 as you work.
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It is sometimes easier to work on this booklet by changing to “two pages” viewing from the tool bar.

Left Inside Page

Page 3 when printed and folded, page 4 as you work.
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Right Inside Page
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