
Booklet Printing in DOC- Acrobat

Step 1: Open your PDF file in Acrobat, select the File drop-down menu at the top left and click “Print”. Select “G308 
Laser Printer” and then click the “Page Setup” button at the bottom left of the print dialog box.

Step 2: Select “G308 Color Printer” from the Format For drop-down menu. Select “Manage Custom Sizes” 
from the Page Size drop-down menu. In the Custom Paper Sizes dialog box click the “+” button and 
enter your page size (either dimension cannot be smaller than 5.5”). Set all margin values to “0 in” 
and click “OK”.

About Booklet Printing: The color laser printer in the DOC has the ability to print, fold and staple 
booklets in saddle-stitch format. Your file must use a multi-page document either out of InDesign or 
Acrobat. This tutorial explains how to print out of Acrobat. Finshed sizes cannot exceed 17” wide as 
spreads (8.5” wide when folded) with a maximum height of 11”.

Step 7: Click the “Advanced” button at the top of the print dialog box. Click the “Color Management” tab from 
the menu at the left. Select “Same As Source (No Color Management)” from the Color Handling 
drop-down menu then click “OK”. 

Step 5: Finally, click “Print” to send the job. Be sure to confirm whether or not the document needs to be 
set to “Fit” the custom page size or if it is printing at “Actual Size”. If the document and custom page 
sizes are one in the same it should not matter.

Step 3: Click the “Printer” button at the bottom left of the print settings dialog box. Select “Fiery Features” from 
the drop-down menu and then click the “Full Properties” button.

Step 4: Select the “Layout” tab at the top of the Printing Preferences dialog box and click the “Booklet” radio button. If 
a “Conflict” dialog window pops up here just click “OK” and proceed. Click the “Launch Wizard” 
button and go through the rest of the booklet setup process.

Step 5: Cover- if the number of pages in your document is divisible by 4 then simply click “Next”. If not, then click 
the “Cover” check box and setup the inside and outside front and back cover printing and click 
“Next”.

Be sure to specify printing on the outside and inside of the front cover as this will affect the rest of 
the spreads throughout the booklet. It is highly recommended that you setup the number your 
booklet to be divisible by 4 to simplify the process and potential misprinting.

Step 7: Log in to PaperCut using your CIA username and password.

Step 8: Release job, but first: make sure the number of pages should show as 1/4 the total number of 
pages in document. If this is not the case then some settings were not correct. Delete the job and 
start over. 

The DOC is not responsible for incorrectly printed jobs and will not issue refunds for user errors.  
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Step 6: Go to https://my.cia.edu and click on “print management”

Step 6: Next, set your page size for 2-up. This will be either “Letter” or “11x17”. Then, click next in the 
Layout window. There is nothing that needs to be changed here. Finally, review the Size & Media 
section to make sure the Document Size and Paper Size for 2-up are as they should be. In this 
example the document/individual page size was setup to 5.5” x 5.5” to be printed 2-up (as spreads) 
on letter size paper. Click “Finish”.

Step 7: Click “OK” to exit Printing Preferenes. Set the Stapler Mode to “Stitch” from the drop-down menu 
and click “Print” to exit that Print dialog. 


