Tips for Printing the OPK Head Start Directory
Open the document

Go to File / Print

Select the Properties Tab

Select the Printing Shortcuts Tab

Select the “Two-sided (Duplex) Printing” option
In the “Print on Both Sides” dialog box (bottom right corner) select “Yes, Flip UP”


 Selecting this option is critical to printing a Word document correctly on most printers.


If your booklet still doesn’t print correctly after following these steps, then refer to your Printer Manual’s section on printing in booklet format for your particular printer.

