
Printing many-paged documents on 
the newest Xerox.

• Because we are charged per impression, if you 
are printing something with many pages, it 
makes more sense to print 2 pages per sheet 
on 11’’-17’’ paper.  

• Let’s look at a large Seminar piece, The Law, 
by Frederic Bastiat.  Let’s assume that we’ve 

downloaded it, and are about to print it.



Be mindful of toner costs… try not to print pages that have huge images 
or texts.  For this document, I’m going to find other pages to print 

besides this one.



Ah, this page is better, page 4.  Not a  huge 
image on front.



The main text begins on page 12.



Now to print.  First I select the Xerox Printer (it may have a different 
name on your computer).  Then I click on “Properties”.



Once I’m in the properties menu, I click on Paper Size ribbon, and select 
“Tabloid (11x17’’)” paper.  If the Tabloid option isn’t available, it’s because the 
Xerox doesn’t have that size paper loaded.  Go ahead and load some in Tray 4.  
Let’s keep Tray 4 reserved for Tabloid size, and leave the other trays for normal 

size.  



Next click on the Finishing ribbon, and click 
“Booklet Creation…”



Click on Booklet Fold and Staple (so long as 
staples are stocked).  Then press Ok to 

confirm.



Go ahead and press “Ok” to exit out of 
the Properties menu.



Now adjust the pages to the ones you want to print.  Adjust your 
number of copies, and then press “Ok” to print.  A visual of the result is 

on the next 2 slides.  





Notice that the packet 
is exactly like a 
booklet as there is a 
front page, stapled 
and folded inside 
pages that you flip like 
a book, and a back 
page.  Impressive that 
our copy machine can 
do this, and that by 
printing in such a 
manner, you are 
cutting down on 
impressions by a half, 
saving our school 
much-needed money.



Let’s say that I didn’t want booklet form, or we were out of staples.  We 
can still print multiple pages per sheet.  Once again, when printing, go to 

“Properties”.  



You’ll want to, just as last time, select Tabloid size, but also do 2-Sided 
Print.  (You can also adjust Printing options as you feel necessary).  Now 

click on “Document Options”.  



Click “2 Pages per Sheet”, press “Okay”, and then print as usual.  The 
result is on the next slide.



Here there is no 
staple, but it is still 2 
pages per sheet.  You 
can’t turn pages like 
you can a book, 
though you are still 
saving money.



Final Thoughts
• Always be mindful of costs when printing.  Make 

sure you are printing the right pages, 2-sided when 
possible, and other careless errors to avoid careless 
errors.  

• Do your part to keep paper stocked; normal paper 
in tray 1 and 2, Tabloid size in tray 4.  It’s no fun 
going to pick up copies, only to realize there was no 
paper and it never printed.  
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