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How to Save Paper When You Print

All public black and white printers on campus are setup to automatically print back-to-back. Printing back-to-back turns your 400 pages into 800
free pages because only one page is deducted from your total for a two-sided print job.

Here are some tips to help save paper.

Microsoft Word e
e Preview the document. Clicking File, &
Print, will display a preview of the print
document on the right-side of the screen. e
If the document is more than one page, - :
8D t1118_bt640 on printsre .
make sure subsequent pages are not blank. g.?.faeac\-..-
If there are blank pages at the end of the S
Settings
document, delete the blank page before -
. . Print All Pages . . . .
prl ntl ng . i Print the EIT:H'E document M ;l;glusr z%%b%qe%:e_srgg%jaﬁg:ifhg
Pages: i next page, hit the Page Down key on
1=] Print on Both Sides your keyboard_
\_‘_ Flip pages on long edge M
Ilel:tlcm\atetl -
123 123 123
e Only print the pages you need. Click Printer Properties
File, Print. Click the down arrow next to Settings
Print All Pages and select only the pages ) ot MPages .
. . . - g Print the entire document
you want to print. Options include: Print o
All Pages; Print Selection (if you E print All Pages
highlighted portions of your document); s
Print Current Page; Print Custom 1]
Range (enter the page number you want to Print Current Page
pl’int) \j Only print the current page
Print Custom Range
_]}ﬂ Enter specific pages or sections to print
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Shrink One Page. Previous version of
Word had a Shrink to Fit option which
would allow you to reduce your document
to one page if you were only over by a few
lines. Word 2010 has a Shrink One Page
feature which does the same thing;
however, you need to add the command to
the Quick Access Toolbar. Shrink One
Page reduces the font size of the document
to fit your text to one page.

To add the Shrink One Page option, click
the down-arrow next to the Quick Access
Toolbar and follow the directions to the

viord Dptions

21

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Quick Access Toolbar,

All Commands -

Show All Headings
Show All Revisions Inling
Show Document

~ I~

Show Document Text

Show Document Update Pane
Show Field Shading

Show First Line Only

Show Header/Footer

Show Ink

Show Instructions...

RN

Show Level 3
Show Markup b
Show Mates

Show Only Comments and Farmat...

B <. fil |

Show Printed Page
Show Repairs
Show Revisions in Balloons

Show Source Documents 2 M
Show Text Formatting
Show/Hide Editing Marks /

Shrink Font -

ERTEYEES

% Shrink One Page

& Signaturz Line =

- Show Quick Access Toalbar below the Ribban

()

7

Customize Quick Access Taolbar:
[For alt documents (default) =

|:= Open
I save
] Undo 3
O Redo
] Hew

=7 shrink One Page

rrrrr

Modify...
4
Customizations: = Reset = |00

Import/Export ¥ | Ve

Cancel |
4
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Internet Explorer or Mozilla Firefox T
Format & Options | Margins & Header (Footer Paper Options———————— [~ Margins [inches;
1. Click on File, Print Preview before you | e tesrpotr | P e Lete ‘,#
print. Some websites are too wide and will rentotes ] oorrdl € iomtcore . Bt [o25
- - A 8 o B . * Portrait Landscape Top
cut off words when printed in the portrait I o sskgarndCoes oo | g o
. . Seale: | 100 % [ shrinkto fit Page Width =
layout. To change the page orientation, M AT
while in the browser, click on File, Page [ —— ek i —
Setup and change the Orientation. Click [The =] Jorc =l
OK |-Ele.v- j |-Emuty- j
IPageﬁDHDta\pages j IDalelnshulllulmal j
2. When you only need part of the web page, Crange Fot
select (block) the text you need to print. concel —
Click on File, Print and click Selection. _
Click Print Step 1. - Firefox Step 1. — Internet Explorer
[&print 21|
3. Paste into a Word document. Select General | ptions |
(block) the text you want to print. Click - Select Frinter
Edit, Copy. Open a Word doucment and i g&ql ﬁ ;,é!, é =l
CIICk Edltl Pa-Ste TO Copy a pICture OI’ TLi13-LkC920 TLii4-HP4600 TL114-HP4600 TL114-HP4600 E11S Ixt640
H H H H on stulsey on stulsry onstulsew AC onoskulsew....  onprinksey -
graphic, right mouse click on the picture or . B
gra‘phlcl and SeIeCt Copy Open a Word Statusz: Ready [ Piinttafile  Preferences |
document. Click Edit, Copy. Location:  TL112 -
! py Comment:  Technology Services Fingd Printer... |
Page Range
Mumber of copies: |1 3:
iore Curent Page
ages, ¥ Caollate
Enter either a gingle page number or a gingle Iﬁ Iﬂl
page range. For example, 5-12
m Cancel I Apply I
Step 2.
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Excel
1. Click the Page Layout tab. Click the
Dialog Box Launcher.
2. On the Page Setup dialog box, click
the Page tab.
3. Select Fit to under Scaling. Select the
number of pages and click OK.

'Page Layout Farmulas Data Review View Developer Ay
=i o =l =l o4 Width: | Autamatic -
’ = < :j - '
Orientation Size  Print Breaks Background Print | e
- - Area~ -
Page Setup

Page Setup

| Margins I HeaderfFooker I Sheet I

Qrientation

" Portrait

caling

{* | andscape

-

' adjust bo: (100 % normal size

|1 E‘ page(s) wide by Il E‘ Eall

™ Fit tas

Paper size: ILetter B1fZx11in

Led L

Print guality: |6un dpi

First page number; Inuto

Prink... | Prink F‘reviegl Qptions, .. |
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PowerPoint

1. Click on File, Print.

2. Under Print All Slides, you can
choose to print only the slides you
need.

3. On the Print menu, click on Full Page
Slides.

4. If you choose Full Page Slides, each
slide will print on a separate page.
Under the Handout section, you can
print one to nine slides per page either
horizontally or vertically.

5. Click Print.

Print
@ Copies: 1 s
Print
Printer

"-_gz tI118_k4640 on printsry .
Ready

Printer Properties
Settings
s Print All Slides
"= print entire presentation

Slicdes:

‘ I:I Full Page Slides
b

Print1 slide per page

Print Layout

Full Page Slides Motes Pages Cutline

[0
]

Handouts
1 Slide 2 Slides 3

[ £

=

4 Slides Haorizontal & Slides Horizantal 9 Slides Horizontal

4

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

) z[E
(]

Frame Slides
Scale to Fit Paper
High Quality
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Inspiration [ElPageSetup:Map

1. CI'Ck on Flle, Page Setup. Layout | Marglnsl Headen’FooterI

2. Select 1 Page or Scaled to and select |

the number of pages to fit your file. —
 Portrat Frint Prewiew... |
. Options...

[T Include Guick Controls

Print Size:

% 1 Page
 Sraledto |2 pooes
= e € High

€ Actual zize (100%:)
£ Actual zsize with Smart Page Breaks

(0]:4 I Cancel
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