
INSTRUCTIONS FOR PRINTING

To print this document as a half-page booklet, each page following this one must be printed 
individually in sequence using two-sided printing; that is, ODD numbered pages are printed 
on the back of their corresponding EVEN numbered pages. Specifically, page 3 on the back 
of page 2, page 5 on the back of page 4, and so on.

Since only the front cover is in color, only page 2 should be printed in color. All other pages 
should be printed in “gray-scale.” Also be sure to print in “Portrait” orientation.

CAUTION: Some printers are unable to print as closely to the edges as this booklet is 
designed. In that case, the printer should ask if you want to resize the pages to fit within its 
limitations, and you should select this option.

For best results, use bond paper or card stock to minimize bleed through.

It is also important to ensure that all pages are printed top to top; that is, if, for example, the 
first page in a pair comes out of the printer with the top of the page to your right as you face 
the printer, then that sheet of paper must be reinserted into the paper tray in that same 
orientation so that the second page of that pair will also emerge from the printer with its top to
your right. One way to think of this is “last out, first in.” When you remove the first page of a 
pair from the printer, then the last edge of the paper to leave the printer must be the first edge
inserted into the paper tray.

Note: some printers have two-sided printing as one of their features. If your printer has this 
feature, it can be selected from its print-setup options. In this case, you may simply tell the 
printer to print pages 2 through 13, and it will either handle the paper for you or display 
instructions for manual paper loading. IMPORTANT: When setting up for two-sided printing, 
choose the “Portrait” orientation and “flip on the short edge” options on the printer setup..

When the printing is finished, collate the pages in the correct order with the odd-numbered 
printed pages facing down. Then fold the stack so that the short sides are together, forming 
the booklet. If you have a stapler with sufficient reach, two or three stables along the fold line 
will render the booklet easier to use.

Note: The document prints with an approximately 0.25-inch white-space border on the free 
edges. If you wish, this white space may be trimmed off without damaging the booklet 
content.


























