
How to print A5 booklets. 
 
Please note that some printers may vary or not 

provide the ‘booklet printing’ option or may vary.   

 

Open the booklet you wish to print 

Select the ‘file’ option at the top left hand corner 

of your screen  

 

Right click and scroll down to the ‘print’ option 

and right click 

 
 



Once the printer box is open ensure you have 

selected the printer you require (if you have more 

than one option) 
 
 
 

 
 

 

 



In the page scaling box click on the arrow and 

select ‘booklet printing’  
 

 
 

 
 
 
 
 
 
 



In the booklet subset box select ‘both sides’  
 
 

 
 

 

 

For some printers this is sufficient, and you can 

select ‘OK’ to print.    

 



Other printers may print some of the pages upside 

down and require further setting:     

 

To change this you will need to open the 

‘properties’ box on the top right hand next to the 

printer name 
 

 
 
 

 
 



Once this box has opened select the ‘print on 

both sides’ box and select ‘yes flip up’ option. 
 

 
 

 
 
 
 
 



Click on ‘OK’ on the bottom of the screen   

 

If you wish to print more than one booklet change 

the number in the ‘copies’  box to the number you 

require 
 

 
 

Press ‘OK’ to print.  


