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 Printing 

 
In most programmes, go to File menu and click on Print (-or 
use printer icon on menu bar)  
->printer dialogue box comes up.  
 
 
 
 
 
 
Select your options by using the drop-down menus or radio buttons or typing in a 
number (-e.g in the “number of copies” box). The options and layout vary from printer 
to printer, so you may need to check the “help” menu or info that came with your 
printer (-usually you’ll find an icon on the desktop or Start menu).  
 

 
 
However, typical options include: 

 How much of the document do you want to print 
o All. Usually this option has a drop-down menu beside it to choose 

either odd pages or even pages. This is handy for printing both sides of 
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a document if the printer doesn’t have a “manual duplex” function (- a 
utility to print double-sided, prompting you to turn over the pages when 
necessary). You can print the “odd” numbered pages, then place the 
paper back in to print on the other side and select “even” numbered 
pages 

o Current page 
o Selected pages ->type in the pages you want, separated by commas if 

non-consecutive e.g. 6-8,10-12 or 1,5,7 
 

 The number of copies that you want to print. Type in the box with the 
number of copies showing (-usually set at “1” by default) or click on the 
up/down buttons beside it to increase/decrease the number 
 

 Further settings are available by clicking on the “properties” button e.g. 
o Paper size. Usually A4 by default. Click on the drop-down menu at the 

side of this box and you’ll see all the paper sizes which your printer can 
cope with. Click on the size you want and load the paper into the paper 
tray. Most printers 
have adjustable paper 
holders at each side of 
the paper tray that you 
can move to hold the 
paper in position. 

o Paper type. Click the 
drop-down menu and 
you’ll see options e.g. 
for plain/photo 
(various 
types)/envelope etc. 

o More advanced 
settings that you can 
usually ignore! 

Once you’ve made your 
choices, clicking OK usually 
takes you out of “properties” 
and back to the initial printer 
dialogue box. Click OK again 
and the printer will start. 

 
 
Printing tips. 
If you realise once it starts that you’ve made a mistake e.g. its printing all of a 
document rather than just one page, remove the paper from the paper tray other 
than the one currently printing. The printer will stop once it has finished the page it’s 
on and come up with an “out of paper” message. Usually this will have a button to 
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“cancel” the print – click on it. If not, you should see a printer icon on the taskbar (-
bottom of screen). Double-click it, then click on the document listed as printing and 
cancel it (-right click on it ->click cancel, or find the cancel option from the menus 
available). 
 

 Printing web pages can be v.wasteful of paper and ink since you get all the 
adverts, menus etc -> suggest 

o Either look for a printer icon on pages of some websites which cut out a 
lot of the ads and other extraneous bits 

o Or select what you want to print – move your mouse to the area you 
want, hold down the left button and drag it over the text /photo etc to 
select. Then right-click (-i.e press the right hand mouse button or 
equivalent on your scroll pad if using a laptop), click print selection then 
OK.  If the right-click option isn’t available, then click move the pointer 
to File ->print ->choose print selection and OK/print. NB be careful not 
to click the left button again after selecting your text/image until you 
click on print, or it will “deselect” the text. Just try again though if this 
does happen. 

 
 
 
 
 


