’ LOFFLER TECHNOLOGY TO POWER SUCCESS

Canon imageFORCE: Printing Booklets from a PC

This guide will go over how to print a booklet from a PC

Printing Booklets using the Wizard — Document on Single Pages

1. Open the document and select print
e Select the Printer
¢ Choose Printer Properties

Ig:l Cﬂplﬁ:

Printer

a==. Demo Room ImageForce 516...
= Ready
P

rinter Properties

2. Confirm Paper Size is set to the size of the
pages in the document

3. Confirm the Output Size is set to the paper
size it is being printed on

4. Select desired Color Mode

5. Under 1-sided/2-sided/Booklet Printing
Select Booklet Printing
¢ Use the drop down to select the finishing
option
e Click Yes to open to the Pamphlet Wizard
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Information

Booklet printing has been selected.

Click the [Create Pamphlet] button on the [Quick Settings
Wizard] tab to configure the settings necessary for printing
saddle stitch booklets.

Do you want to start the wizard?

Yes Mo

6. This popup window will open
7. Choose the Orientation and Opening style

8. Click Next

Note: Be sure the printer is in landscape
orientation when in the tray

Create Pamphiet
Corfigure Booklet Settings Select Paper View Setings

Corfigure the prt settings for creating pamphiets. Cortigure the settings for each tem, such as the binding location forthe bock.
opering direction and the booklet pinting methe ick [Nex]

O Landecape

Bookiet Printing Method

When pinting originals with a large number of pages. divide the job into muliple sets
when pinting

s o
10 Al Pages at Once

O Divideinto Sels

©2025 Loffler Companies

MN: St. Louis Park; Duluth; Mankato; Rochester; St. Cloud; Willmar; Grand Rapids; Thief River Falls | WI: Eau Claire; La Crosse; Green Bay
1/29/26 IA: Sioux City; Spencer | NE: Norfolk | ND: Fargo; Grand Forks | SD: Aberdeen; Sioux Falls

You



’ LOFFLER TECHNOLOGY TO POWER SUCCESS

9. Select Paper
¢ Choose if the document will use the Same
Paper for Entire Job or Different Paper
for Cover Only
e Check the box if Printing on Cover is
needed
e Choose the appropriate Trays

10. Click Next

(2]

Configure Booklet Settings Select Paper View Settings

Select the paperto use. and then click [Next].
2 Update Paper Ifomation

Specify Paper

() Use Same Paper for Ertire Job

»,%J © Use Differert: Paper for Cover Only
8 Also Print on Cover

Paperfor Caver
Paper Source Paper Size  Paper Type PaperSu..  Restrict
Select the paperto use.
Mulipurpose Tray 4] Unknown Unknown No Paper Mo
Taper S Drawer 1 4] Letter  Hammenill 28b un... 50 Mo
Drawer 2 “J 11417 Brans best paperin... 50% No
Socket Sz Drawer 3 £ Leter  Bransbest paperin.. 107 Ho

Paper for Eventhing Except Cover:

Paper Source PaperSize  Paper Type Paper Su..  Restict
Select the paperto use.

Mutipurpose Tray 2] Unknown Urknwn No Paper Mo
Drawer 1 4J Letter  Hammenmill 28b un... 50 No
Drawer 2 < 11¥17  Brians best paperin... 50% No
Drawer 3 4] Letter  Brians best paperin... 10 No

< Back Cancel

11. Review settings to confirm everything is
good, Click Finish

12. Click OK to print

Create Pamphlet X

Configure Booklet Settings Select Paper View Settings

Check the settings below. Click [Finish] to apply these settings as the prirt settings. Click [Cancel]te quit without applying the settings.

Booklet Settings
Oniginal Orientation: Portrat
ok Opening: Let Binding

Booklet Printing Method: All Pages at Once

Paper
‘Speciy Paper: Use Diferent Paper for Cover Only
‘Aiso Prrt on Cover: On
Paperfor Cover
Paper Size: 1117
Paper Type: Unknown
Paper Source: Muitpupose Tray
Paper Supply: No Paper

estr o
Paperfor Eventhing Except Cover
Paper Size: 1117
Paper Type: Brians best paperin the world
Paper Source: Drawer 2
Paper Supply: 50%

Restricted: No
Booklet Size: Letter
Details
Information X

The settings configured in the wizard have been applied.
Click the [OK] button on the driver to start printing.
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Printing Booklets — Already in Booklet Spread

1. Open the document and select print
¢ Select the Printer
¢ Choose Printer Properties

2. Confirm Paper Size is set to the size of the
pages in the document

3. Confirm the Output Size is set to the paper
size it is being printed on

4. Select desired Color Mode

5. Under 1-sided/2-sided/Booklet Printing
Select Booklet Printing

Note: If document is already in page order
(paginated) Click NO

¢ Use the drop down to select the finishing
option

6. Select Booklet

%:‘ CDPIE

Printer

:- Demo Room ImageForce 316...
Ready

Printer Properties

iy
g![ Page Size: CopiesiQ): 1% MMto 9999]

~ W Orentation

& Ot A)0roat  [4)Otmee

1117
Page Leyout

1 |11

StapleColate/Group(H):

View Setings b e Stape Postion.

Language Settings(W).

Restore Defauks

[Color Mode:

i ]

Cancel Help
Information

Booklet printing has been selected.

Click the [Create Pamphlet] button on the [Quick Settings
Wizard] tab to configure the settings necessary for printing
saddle stitch booklets,

Do you want to start the wizard?

7. This popup window will open

8. Under Booklet Printing Process Select:
o With Application Settings — Used for
documents already laid out in spread form
e With Driver Settings — Used for
documents that need to be paginated in
booklet order

9. Press OK and Print if everything is to print on
the same paper otherwise proceed to next set
of steps

Note: Be sure the paper is in landscape
orientation when in the tray

Detailed Settings for Booklet %

Booklet Settings  Paper Source/Cover Page Settings

Booklet Printing Process

O With Application Settings
© Wih Driver Settings

() With Device Settings

Booklet Printing Method

10 All Pages at Once
@ () Divide into Sets

Shests per Set 20 = | Shests [1 ta 20]
Book Opening: "LIJ Left Binding o
8 Specify Baoklet Gutter

Booklet Guter 042" P0to 20]
Use Creep (Displacement) Corection

Displacement Comection Method
Apply Device Settings

[:) Automatic Comction
Manual Comection

Conection Width 0.000 | " [0.000 10 0.400]

—_— L
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Printing Booklets — Already in Booklet Spread — Adding a Pre-Printed Cover

10. To add a Cover, Click the Paper et setings for Bookiet
Source/Cover Page Settings tab Eooklt Stings
 Check Specify Paper for Cover Page
e Choose Select by Paper Source Seectby
e Choose trays for the cover sheet and other
pag es Cover Page Multipurpose Tray ~
Other Pages: Drawer 2 g

11. Click Front/Back Cover Settings...

Paper Source Information.

Front/Back Cover Seftings...
oK Cancel Help

12. Choose Only Front Cover — Since it is
printing a booklet it prints both front and
back cover

e Choose the tray with the cover paper v

13. Click OK and Print apersoures o

Front/Back Cover Settings

Cover Settings:

‘l;h COnly Front Cover w

Frint or: | ] Mone
Back Cowver

Faper Source; Drawer 1

Fririt o (] Mone

e e
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Printing Booklets — Already in Booklet Spread — Adding a Cover — Not Pre-Printed

1. Open the document and select print
¢ Select the Printer
¢ Choose Printer Properties

%:‘ CDPIE

Printer

a&==. Demo Room ImageForce 516...
g Ready

Printer Properties

2. Confirm Paper Size is set to the size of the
pages in the document

3. Confirm the Output Size is set to match page
size

4. Under 1-sided/2-sided/Booklet Printing select
1-sided

5. Select Desired Color Mode
6. Change Output Method to Store
7. Click Yes
8. Choose the Mail Box Number
9. Click OK and Print
o 'IB'Z?( Print Job is now stored in selected Mail

e Printer Settings will be changed at the
printer prior to releasing the print job

= ity Quick Seftings Wizard
Profile: # <Change> Defaut Settings ~| | Add(1). Edit(2)
Output Method: 43 Sore | | petais,
—
[ Hold Copies(Q) 17 [1t09999]
¥ Orertation
il o ndevice [aOromst (4] O Landsoape
=) Scheduled Prrt (5
|55 Edit and Preview () Manual Scaing
1| ton1 | sealing 100 2] % (2510 400)
Orgin at Center(S
15ided/2ded/Booklet Pirting
g (] sre .
o P&/ /0
| E=——=2=—x  gindng Location:
Lefter [Scalng: Ato]
‘ L] voms e et v S
Staple/Callte.Group(H):
View Setings ‘ 3: Colae . Staple Postion
Language Settings(W/) =
Color Mode:
Restore Defauits 3 Color Adsiment
| Mo olorBa] v Select Image Qualty Preset (7).

sl || Heb

Information

Specify items such as the inbox (or mail box) number by

o The output method will be switched to [Store],
clicking the [Details] button.

Do you want to set the details now?

Store Details X

Data Name
() Enter Name

I amne:

© Use File Name

Mail Boxes: ‘e Betrieve Mail Box Information

2
3
4 umc
5
13

Cancel Help
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From the Copier:

10. Select Access Stored Files from the s ?
Home Screen
* é il box Venor Media
11. Select the Mail Box if multiple options 3
appear
Access
Stored Files

12. Select the Mail Box chosen in step 8 Seect the octon 1 use th e

£ Mail Box

Box No. Name Used

|_a 00 forms 1%

m O 0%

- 02 0% |

= 0 0% |

Ba 4 uMC 1% |

- 05 0% |

- 06 0% |

- 0 0% ® :

i Used: 1% - R
13. Select the Document and choose Print Selecta fle and speciy the purpose

&5 Mail Box 100 : forms J A

+ Type Paper Size Page

|l!, '§ Microsoft Word - Print - Booklets fro.. ~ LTR 0 8 12/26 14:34

R T ¥ Update Total:1 Selected:1

Clear =T Print List
| Selection ) ‘

Detailt Displ: Edit File e = 1]
- (12

14. Select Change Print Settings, the © ready oprin. Check

Fi
Screen will refresh with print Settings Microsoft Word - Print - Booklets from PC Selected: 1 -
and advanced features 0/
o —_—
(Color/B&W) 1

Select Color

Delete File
| After Printing

X Cancel Start Printing

15. Select the paper the inside of the booklet £ Gt ot s
W|” be by Choos“’]g select Paper and Microsoft Word - Print - Booklets from PC Selected:1
choosing a tray o/ auo | s
(ColorBew) 11x17 1 ;Z\‘/grr:;

Note: Paper must be landscape in the Select Color \W
drawer to be able to print booklet style I '
and fold | = | D

Collate + Other 1-Sided Printing

Restore

16. Press 2-Sided Printing Settings il | et setings

X Cancel Store Settings | Start Printing
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17. Select Book Type and OK

<2-Sided Printing>
Select the type for 2-Sided Printing.

= For Multiple Files

Only effective when
Merge Files & Print is set.

| = PP

5|
E Always Print
Book Type ‘ Calendar Type ‘ : 2-Sided
A
A"
Always Print 1st
g, on Front .
X Cancel Settings oK ]
18. Select Finishing © Readyto print. Check J
Microsoft Word - Print - Booklets from PC Selected: 1 ;
Restore
0O/m a0 | Settings
Auto Y
(Color/B&W) 1 1 X1 7 1 Favorite
Settings
Select Color I Select Paper I
. 2-Sided Printing i
Finishing " Delete File
Settings After Printing
@ Book Type
; Restore
Options | Default Settings

X Cancel Store Settings |

19. Choose Staple + Collate and Next

<Finishing>
Select the finishing type.

cover paper will pull from

A - - A
y /7 g y / ﬁ l‘l g 2/ :
I~ I || S
Collate ‘ Group ‘ Staple + Collate Staple + Group
(Page Order) (Same Pages)
> No Settings
X Cancel Settings | Back Next >
20. Select Saddle Stich <Finishing: Staple Type> ”
Select the type and position for stapling. .
21 . SeIeCt Add Cover tO SeleCt the tray the Corner ‘ If{tqu we;;\t tonpetlf(?r{n Booklet Scan at the same time, make
settings from Booklet.

Double ‘ s
'
Saddle Stitch <
Select Paper

Staple-Free Sw)
(Max 10 pages) 11x17
.-+ | Adjust Saddle Stitch ~ Change
| Add Cover *~| Fold PosJSitch Pos. »

X Cancel Settings | Back 0K )
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22. Choose whether to Print on the cover or
Leave Blank

23. Choose which Paper Tray to Pull from
and click OK

<Add Cover>
Set the paper size and print settings for the cover.

J J

Frint I ILeave Blank I
a0
11x17
Change
»
X Cancel Settings oK o)
<Select Paper> L)

Select the paper to use.

Load paper in the multi-purpose tray.

MP Tray
L

R . -~
@ m7 O
~ E]

L | >
| —
= Details of Selected Paper
oK U
24. After all selections are made, Press @ Readyto print. Check J
Start Printing Microsoft Word - Print - Booklets from PC Selected: 1 )
0o/m Ak Seting:
- . . =3 ettings
Note: Select Store Settings if this . 11x17 1 ’
document will be stored to reprint (ColorBen e
Select Color Select Paper J ——
Note: Select Delete File After Printing if —
. . Finishing i i Delete File
the document is no longer needed,; this Settings Jmmmmg
will remove it from the Mail Box
Collate + Other Book Type
Options ‘ 4‘ gi?ta?)rlssmings
X Cancel | I Store Settings I
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