You can make a double-sided leaflet using the templates which exist already in
Publisher. When you open Publisher, choose ‘Brochures’ from the list of publication

types.
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Double click on a template you like to begin working with it.

You can edit the information in the template by adding or deleting the text boxes,
shapes and images. Adding these can be done through the ‘Insert’ menu.
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These leaflets are double sided, so to add information to the other sides of your
leaflet, navigate around it by clicking on the tabs which say ‘1" and ‘2" at the side.
Page ‘2’ is the inside of the leaflet.

B9 -©-|= Publication] - Microsoft Publisher ==

“_Homa Insert | Page Design Mailings Review  View @
DR BPHEHBE? = BB W & 4 4N0FH« @ 2 28 1

Page Catalog Table Picture Clip Shapes Picture Page Calendars Borders & Advertisements  Draw  Business  WordArt Inset Symbol Date Object | Hyperlink Bookmark | Header Footer Page
T Pages - At v Placeholder Partst v AccentsT - Text Box Information~ File Time umber -
Pages Tables Tlustrations Building Blocks o Text Links Header & Footer
Page Navigation <
a
o
== — 3
PN R
Z K
2
1 e MICROSOFT
3 Business Tagiine or Motto
rE =
5 3 Back Panel Heading
e This is 2 good place to briefly, but effectively,
= summarize your products or services. Sales
— copy is typically not induded here
= Lorem ipsum dolor sit amet, consectetuer i
_ 1 adipiscing elit, sed dem nonummy nibh euis- Product/Service
8 mod tincidunt ut lacreet dolor et accumsan. I nfor-m a.tion
o
- o I”Rm

To print your leaflet, you need to set up the options so both sides are printed. To do
this from the printing menu, choose an MFD printer, select A4 as the paper size and
then ‘Manual 2 sided print - flip sheets on short edge’ from the printing options and
click ‘Print’.

EBH9- ™ Publicationl. - Microsoft Publisher =@

Home  Insert  PageDesign  Mailings  Review  View o

| save

Print M © (1] Fe4
B saveas L@
Copies of print job: 1 =
oy
& open Print
[ Close
Info Printer

, ;5end To OneNote 2010

Recent ) Readly T

Printer Properties

New

Settings
m % Print All Pages .
cave & Send "1 Print the entire publication Back Panel Heading
Pages: 12
ages This is & good place to briefly, but effectivel,
Help e summarize your products or services, Sales
pagep copy is typically not included here,
2] Options Loremn ipsum dolor sit amet, consectetuer
D ] . adipiscing el sed diern nonummy ribh euis-
B it 21x29.7cm mod tincidurt ut lacreet dolar et accumsan,
Print One Sided .
” Only print on one side of the sheet

Print One Sided
Only print on one side of the sheet

Manual 2 Sided Print
Flip sheets on long edge

& |LE)

Manual 2 Sided Print
lq Flip sheets on short edge .

Organization
Printer Setup Wizard... i 3




