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To print booklets, your printer must support either automatic or manual 
duplex printing (printing on both sides of the paper). Manual duplex 

printing requires two separate printing passes: one to print the front side, 
and another to print the back side. 

▪ Choose File > Print 
▪ Select a printer from the menu at the top of the 

Print dialog box 
▪ Under Page Sizing & Handling, choose Booklet 
▪ In the Booklet Subset pop-up menu, select one 

of the following options:  

Both sides (duplex printers), or Front side only / 
Back side only (for non-duplex printers). If your 
printer can’t automatically print both sides, you 
can first print the front sides of the paper. Then 
reload those pages and print the back sides. 
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