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Make a divider for each section
(The Underlined topics)

- Should have images, text or
graphic elements that are
relative to the project

- It's a good idea to color

coordinate the sections

- Don’t use pixelated images

Starred items should have label
sheets

- Should be on matching paper

- Should label what the item is

- Graphical elements are a nice
touch

Printing on Colored Paper

- Place just ONE SHEET of paper
in tray 1 and tell others NOT
to Print
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Don't forget to stop back in and pick
your notebook up after it is graded!

Don’t want a white margin around your
printed cover?

- Choose File>Document setup

- At the top of the new dialog box set the
bleed to .25"

- Changing one should change all of the
edges, but if it doesn't, click on the chain
link at the end or chage them manually

- Drag the edges of the cover out to the new
box that is outside of the documents edges

- When printing, change the Media size from
“Defined by Driver”to 11 x 17.0n the right
side of the Print Dialogue box, choose
“Marks and Bleed and check "Crop Marks”

- Press print on the dialogue box

- Cut the print down using the crop marks
and the manual paper cutter




