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Printing multiple pages per sheet

Microsoft Word 2007

1. Office Button > Print

@ﬂnvu :
]

Fe\tie

Preview and print the document

Hewy [::

Print ==

Select a printer, number of copies, and [E

Cipen other printing options before printing. —
& Quick Print |

S awe Send the document directly to the default g ,
- printer without making changes, B

N
" 4
= Print Preyiew
M Save ds b Previews and make changes to pages hefore
printing,
é ; Frint 3
5% Prepare F
'—g Send 3
s
==

/ Publish  »

L]

J Llase

2] word Options || X Exitwiord |

1

2. Change the Pages per sheet to the number of pages you wish to print per sheet, and Scale to paper size: A4.
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Printer
Mame: ,E'f Prinkter [v] [ Propetties ]
Skatus: Idle
Tvpe: HP LaserJet 4350 PS
Where:  CPROGRAM FILESIPHAROS|TEMPYPORTL, PRI L1 prirt: to File
Camment: [ Manual duplex
Page range Copies
& al Mumber of copies: |1 E:J
{:} Current page
{:} Pages:
Type page numbers andjor page
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from the start of the document or the
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4. Please double check the number of sheets to be printed. (This example is printing 2 pages per sheet so the

cost should be for one sheet) click on the ‘OK’ button
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K Rl F'rlnt job ‘Microzoft Word - printing multiple pages in M5 Woard. u:Iu:u: .
. cohtaing 1 pagelz] and costs $0.07.
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"E,hgk Ok to Continue or Cancel to Stop thiz Print Job
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