How to Create a Legal Sized Book Template

1. After opening a Microsoft Word Document click on page setup under the file menu.
2. Under orientation choose margins, and under multiple pages choose book fold.
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3. Click on the paper tab, and under paper size choose legal.

4. Page one of the document will be a title page. If you want to put a border around the page click on the insert button then choose picture, auto shapes. Under basic shapes choose the square. Draw the square around the page (by clicking and dragging). We used word art for titles, this is under insert, picture, word art. Choose the design, click ok and type in the text. On the front page we stretched the word art right across the cover.
5. Once the picture is inserted double click inside the square. Under fill choose no fill. Under style choose the thickness of your border. We used 3 pt. borders.

6. Page two should be a blank page.

7. Page three is the inside cover. This looks comparable to the title page, we used a smaller picture and inserted a title above the picture rather than on top of it.

8. Page four should contain copyright information.
9. Page five was used for Dedications and author’s note.

10. Page six should be a blank page.

11. The actual book starts on page seven. This is necessary to be sure the book folds correctly, etc. 

12. If the same formatting is to be used throughout the book it is wise to insert enough spaces so that you have all the pages you will need in the book. (Including cover pages books must have 16, 20, or 24 pages – or other multiples of four – so that the book will fold/print properly). Once you have all the pages you need you can highlight all the blank space and choose a default alignment, font, and font setting for all your pages. 

13. The last page of the document will be the back page of your book. We used the logo of our printing press and included our web address. 

14. When printing make sure that you change your printer settings to legal sized paper.

