
Newsletter, Calendar, Magazine (BOOKLET) 

 

1.  You’re looking for a booklet (with two staples in the center)?  Select Newsletter,Calendar, Magazine. 

 

 

2. Select your size.  (most want 8 ½ x 11) (Play programs or the smaller readers are 5 ½ x 8 ½) 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



3.  Begin to enter your job information: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Stock Style – This is your main paper (or the paper inside the book) – Drop down the arrow to the right and select Text 

Stock Weight – Most of your books are 60# 

Paper Color – White 

Scroll Down,  Cover Stock, Include Cover: Select if hard cover is needed  (if your book is 12 or more pages we 

recommend a cover) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What is This? 

Count the number of 8 1/2 X 11 pages and 

divide by 4. (Do not include the cover stocks 

in this count.) 

How many 11 X 17 Sheets in your book. 

There are two 8 1/2 X 11 Pages per 11 X 17 

sheet per side. For a two sided booklet. 

Count the number of 8 1/2 X 11 pages and 

divide by 4. (Do not include the cover stocks 

in this count.) 



 

4.   Select Cover 

 

 
5.  Finishing Options 

We have some defaults set, but if you’re looking for other options, please select change and select 

the options offered. 

 

6.  Click continue and complete the order.  Please make sure to select a true delivery date.   

Thank you! 


