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Find the printer that you use the most, if it Is the one you

used last, it will have a check mark next to it. Right click
on the printer icon ‘ choose Printer Properties

STATE UNIVERSITY OF NEW YORK

% EMPIRE STATE
COLLEGE




e “-l v Control Panel » Hardware and Sound » Devices and Printers »

Add a device Add a printer Remove device

A - ==

CC2UN-0208 Ganariéi;n-PnP Wheel Mouse Wired Keyboard
Monitor Optical

See what's printing Print server properties

4 Devices (4)

4 Printers and Faxes (4)

==
See what's printing

JUNXEROKZon | Zumd| ¥ | Setasdefault printer rosoft XPS
v2unplws0809 vZunpl Printing preferences ment Writer

Printer properties
Create shortcut

Troubleshoot

Remove device

2unxerox3 ol Status: 0 document(s) in queue

Properties obal Print Drive...

Category: Printer

e B ® 9" EE]

From the pop up window choose ‘ General then‘

Printing Preferences
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From the drop down menus choose

s Toner Saver mmmm) then Apply
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From the Color Optidns tab choose — color choice from options
(we suggest black and white)
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If the pop up box does not close, choosemmms) OK
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Each time you print, you can change the setting to print single sided for that single
print event.
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