Creating a Booklet in Microsoft Word

1. Preliminaries

a. Left click on Tools and then Options and select Text Boundaries.
b. Left click View and then Toolbars and select Drawing.

2. Page Setup

a. Left click File and then Page Setup.

b. Select the Paper Size tab and set it to Legal size and Landscape. Click OK.

c. Now, go to the Margins tab and set the following:

1. Top = .3

2. Bottom = .6

3. Left = 6.5

4. Right = 6.5

5. Header = 0

6. Footer = 0

7. Click OK
3. Inserting Pages for Your Booklet/Newspaper

a. Hold down the Ctrl key and hit Enter to make page breaks (add new pages).  

b. You will need two pages for a four page booklet, four pages for an eight pager, six pages for a twelve pager, eight pages for a sixteen pager, and ten for a twenty pager.

4. Adding Text Boxes to Create Columns

a. Scroll to the first page.  Page one will be on the right hand side.

b. Create a text box using the text box tool.  Use the text border in the center to help you set an appropriate height.  Use the ruler to set the appropriate width: 1.75”.

c. Once you have a correctly sized column. Copy it and paste two more times.  Now, align the three columns on the right side of the page.  Don’t encroach on the center column! Hint: hold Alt down to do precise placements of any object.
d. Next, add a small text box below the center column and type Page in it.  Also, remove the line going around the text box by selecting it and going to Format and Text Box.  Under Line Color choose No line.

e. Select the four text boxes (hold down Shift and left click).  Copy them, paste them, and align them on the left hand side.

5. Add Your Page Layout to All Remaining Pages

a. Select all the text boxes (8).  Copy them and paste them on the remaining pages of your newspaper/booklet.  

b. Align them on each page on each page as you go.  For precise alignment use the arrow keys.


6. Number Your Pages Using the following Format:

7. Customize Your Page Layouts:

a. For page one of your booklet or newspaper, you will likely want more than three simple columns.  Shorten your three columns to make room for a title.  Add an extra text box for a large picture or for a contents box.

b. You may want to format other pages as well.  For Instance, you may want to leave room at the top of each page for a title/header.

c. Don’t worry about needing to add a picture box later on; you can always modify your page layout.

8. Creating Text Box Links:

a. You must now link your text boxes so that as you add text your sentences will flow in sequence from one column to another and one page to the next.

b. To do this, select the first text box on page one.  The text box toolbar should appear: [image: image1.png]Creating a Booklet in Microsoft Word - Microsoft Word HE R
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 If it doesn’t click on View, Toolbars, Text Box.

c. Click on the Chain or Link icon in the toolbar.  Now, move the cursor to the next text box (you will see a pitcher will letters tumbling out of it) and left click.

d. Click on the next text box and repeat the procedure. Pay attention to page sequence!

Inserting Pictures:

Insert pictures as you normally would.  When you paste a picture, it will paste into the column you have selected and shrink to the column’s width. If the column shrinks to fit the image, click in the text box and hit Return once; then, insert the picture.  

To have a larger picture, rearrange your text boxes to make room for it.  Then, place a new textbox where you want the picture (remember to make it the size you want and locate it properly).  Now, insert the picture into the new text box.

That’s it!
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12 Page Layout.





Other Booklet Sizes Are Formatted as Follows:





Four Page = 4 – 1		Twenty Page = 20 - 1


	         2 – 3				 2 - 19


						 18 - 3


Eight Page = 8 – 1				 4 - 17


	         2 – 7				 16 - 5


	         6 – 3				 6 - 15


	         4 – 5				 14 – 7


						 8 – 13


						12 – 9


						10 - 11











