
Booklet Printing in DOC- InDesign

Step 1: Open your InDesign file and bring up the booklet print dialog by selecting the “File” drop-down menu and 
clicking “Print Booklet” (Fig. 1a). Select preview in the left hand column of the print booklet dialog to see 
how your current setup is fomatting your booklet (Fig 1b).

Step 2: Click “Print Settings” to open the print dialog Fig (1b).  Select “G308 Laser Printer” (Fig. 2b) then 
choose the Setup tab from the menu (Fig. 2b) on the left and select your paper size for 2-up/spreads 
(Fig. 2b). IF you need to scale your booklet up or down in size to fit your selected paper size (Fig. 2b) 
then turn the “Scale To Fit” radio button on (Fig. 2b). IF NOT then select “Centered” in the Page 
Position drop down menu (Fig. 2b). Next, specify Orientation as landscape (Fig. 2b). Select the Marks 
and Bleed tab from the menu on the left (Fig. 3b), check the “Crop Marks” and “Bleed” options if so 
desired and then click the “Printer” button (Fig. 3b). 
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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 Indesign. Finshed sizes cannot exceed 17” wide as 
spreads (8.5” wide when folded) with a maximum height of 11”.

Step 4: Select the Color Management tab from the menu at left (Fig. 1d). Choose “Let PostScript Printer 
Determine Colors” from the Color Handling drop-down menu then click “OK” (Fig. 1d). Finally, 
confirm that preview is showing correctly. If it is then click “Print” to send the job (Fig. 2d).

If it is not previewing correctly, keep in mind that each sheet of paper is 4 pages. So, if the number of 
pages in the document are not divisible by 4 then blank pages may need to be added. If this is the 
case then make sure the “Print Blank Pages” tab is checked in the General tab within Print Settings 
(Fig. 3d). 

Step 3: Select “Fiery Features” from the drop-down menu (Fig. 1c). Choose “Short Edge Binding” under 
2-sided Printing (Fig. 2c) and “Stitch” for Stapler Mode and then click the “Print” button (Fig. 2c).

Step 6: Log in to PaperCut using your CIA username and password.

Step 7: Release job, but first: make sure the number of pages should show as half 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 5: Go to https://my.cia.edu and click on “print management”


