
Create two pages on one sheet using two on a page feature.  Two on a page can be landscape or portrait.  Create cards, short stories, travel guides, science booklets or other creative publications.  The ideas are endless!

Creating Two on a Page
1. Open a new Word document.

2. Select the font and size for the document.

3. Go to File and select Page Setup.

4. Select the second tab, Paper Size and click landscape. (Portrait will allow the pages to be short and wide.)

5. Select the first tab, Margins and choose 2 pages per sheet at the bottom left.

6. Click OK.
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7. Go to file and select Print Preview.

8. Work in print preview so that you can visualize the pages and how they are setup.  They will appear smaller.  Use the zoom tool if needed.

Kathy Adkins
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