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How to Save Paper When You Print

Duplexing

The black and white printers in TL 109B, TL 109G, TL 110, TL 111, Austin Hall, CH 075,
CH 080, CH 194, LA 307, LA 415, the Library and Media Hub lab have a duplexing (back-to-
back) option. Turn your 400 free pages into 800 free pages simply by printing on both sides of

the paper!

Depending on the printer you are using, there are different ways to print duplex. Use the

directions that apply to the specific printer.

1. To use the duplex function, click on File, Print. Click on Properties.
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Under Print on Both Sides
o None prints on only one side of the paper.
o Flip on Long Edge prints on paper that is

Portrait.
o Flip on Short Edge prints on paper that is
Landscape.
e Click OK.
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Click on File, Print.
Click on Properties.
Click on the Finishing tab and check Print On Both Sides.

Click OK.
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Here are some tips that will help you save paper depending on the
program you are printing from.

Microsoft Word

1. Click on File, Print Preview before you print. Check the end of the document to make sure
you don’t have blank or partial pages at the end.

BN Frint Preview

2. Click the Print icon only once. If you double-
click it, you will get two copies. If your paper
doesn’t print right away, don’t click the Print icon

T Don’t double-
click here
|[™] Ele Edi view

“ b=  E(&)la v again. Check to see if your print job is still in the
“ Normal "= Times He print queue, or ask a lab assistant for help.

3. Use Page Range. Click File, Print, and rE
select only the pages you want to print. tiare: [t opros 1o 2l _eropats
Options include: printing All pages, the SR
Current page or just the page(s) you oy o
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£ Current page 1~ Selection
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Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12

specify.

Print what: IDocumant j Frint: IAH pages in range j
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4. Shrink to Fit. If your short document contains only a few lines on the last page use the
Shrink to Fit function. Word will decrease the font size of each font used in the

document.
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Click on File, Print Preview. Then click the Shrink
to Fit icon.
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Internet (Internet Explorer and Mozilla)

=

Click on File, Print Preview before you print.

2. Some websites are too wide and will cut off words when printed portrait. Change the Page
Orientation to landscape to prevent sentences from being cut off. While in the browser,
click on File, Page Setup and change the Orientation.

Portrait E Landscape

3. Print Selection. When you only need part of a web page, select (block) the text you need to
print. Click on File, Print and click Selection (in the Page Range section). Click OK.

General | Optiors |
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i~ Select Printer

Status: Ready
Location:  TL118

#Add Printer Adobe POF - TL109b-HP4,.. TL118-L¥1855

Comment: Lexmark Optra S 1855M. Lacated in the staff warkro Find Printer..
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 Page Range

page range. For example, 5-12
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Enter either a single page number or a single @I

Number of copies: IT 3:

Prirt I Cancel | Apply |

4. Paste into a Word document. Select (block) the text you want to print. Click Edit, Copy.
Open a Word document and click Edit, Paste. To copy a picture or graphic, right mouse
click on the picture or graphic, and select Copy. Open a Word document. Click Edit, Copy.

Excel

Click on File, Page Setup
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Page Setup

Page | Margins |
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First page number: Inuto
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PowerPoint

1. After you click on File, Print, use the Print what box. G
If you choose Slides, each slide will print on a separate Bia—— = o
page. If you choose Handouts, you can print 2, 3 or 6 T Lomrkopas 165
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[ 2. If only printing a few slides, use Page Range. Click

Mame: |ustu15ran118—Lx1855 = Eroperties . .
ot 1de L File, Print, and select only the pages you want to

Type: Lexmark Optra 5 1855 PS2

Where: P print. Options include: printing All slides, the
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E Print Options

— Diagram Options

Inspiration Pt to i

" Marmal - Smart Page Breaks

o I~ Print Symbal Handles
IV Print Notes List
Fage Ordering

In Inspiration, choose Print
Options from the File menu.
Then choose “Fit to 1 Page”
under Diagram Options

— Outline Options
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