Default Printing to Double-Sided Documents

1. Click on “Start” and find “Settings.”  In “Settings” click on “Printers and Faxes.”
[image: ][image: ]










2. Right click on the printer you want to change the default settings on.  Then select “Printing Preferences.”
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3. Select double-sided/duplex and then select “Apply” or “OK” if there is no “Apply” button. The location of the double-sided (duplex) setting features may vary. Common locations of the duplex features are illustrated below.  
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[image: ]

[image: ]
image1.png
©

SiNew + | @1 23 X | GuReply CRReplyto All (3 Forward

W | S senaRegene - (S | @ Seach addessbooks - | @ KA Kb

e Edit View Go Iools Adions Help Adobe PDF

Type a queston or help [+

[ mail <] /& mbox
FavorteFlders # |[Feanmbor 5

Smsox
(5 Unresa i
(5 sent tems

Click here to enable Instant Search

Armanged by Date | Newest on top

RE: "Shred It" Day?

Moss, Bradley (NIH/OD/ORS) [E]
ot Thu 27257200 1L5L AN
Sta, Kathy (VIH/OD/ORS) [E]; Ostrik, Beth (NI4/OD/ORF) [EJ Ryan, Jessica OMHNISIE) [E]

- R =TE

iegog-ol

Fle Edt View Favoites Took Hep

| 4% ||uggestion was to hold the shred it Day

D | e R | 5 X 9]

erent day than the actual Thursday

s [ Pitrs s Foves

HEw

Name Documents | Stalus Commerts

d still cut down on the associated

Losation Model

T2l dd Prrter

2 Adobe POF Ready
ZDEPOIZPTRO1 on ors13pt1 Ready
LDEPOIZPTRO on rs13pt1 Ready
L DESO13PTRES on rs13pt1 Ready
2 Microolt XPS Documert Witer Ready

Korica Minoka C50.

HP Laserlet MS035 MFP.

Name : DESO13PTRES T\l AEE binelal el P s i i

ts.
My Documents ‘Adobe PDF Convert
Buiding 13, Room 2. HP Lasewet MS035 |, 25 they both expressed an interestin
Bldg 13-Fioom 2511 KONICA MINOLTA

Jowon wa 00z [

2 DEP013PTRO1 on ors-13ptr1 g Preferences

advanced ] Poper/usity| s Firing | Q| Job Stotae | Sences |

| P Tosk ik Sets
[Tope new ik 5ot name ere

- Document Options
[ Print On Both Sides

T~ Fiip Pages Up
Booklet Layout:
of

Pages per Sheet

1 page per sheet
L i el
Poge e

Fight. then Down 7

Orientation

& Poait

€ Landscape

£ Frands, Ignacdina (NIH/NIA.
2 v
Re: Recycing B
A wastewise 10
RE: Reporting 2009 Data

4 Ketner, Willlam (NH/OD/O... o,
P paper eeeing bins 1D ©

G Patton, Casey (NH/OD/OR
A Recycing program

2 Ribaudo, Cathy (H/OD/0.
Re: Recycing Statistcs

& Microsoft Update
‘@ ORS IT Support Tools
@ SetProgam Access and Defuls

Programs
) Documents

) Search * & Network Cornections
©) Help and Suppart -y d

QIR 'k Taskbar and Start Menu

(8 ShutDown.
[@start | @ (& - | - Inbox-Microsoft Oulook | () C:\Dosuments and Settin.. | ., Prirters and Fases

Anothe, T Rotate by 180 degrees
Day. T

mentiol ™ Minor Image:
droppel

“Paper
be at q

Help

to Jess

for Eaf oK Cancel

Ferl)

well. Vorrem
through the

D @Y 1237P




image2.png
P and -lojx|
e Edt Vew Favies Tok Heb |
Qe - © - ¥ | Do [ Fokes [ 13 3 X 9[- [

Ackdes [ Piers and Fares EBES
[E Docurers | Saus | Commens Locston Hode
LoladiPina
2 Adobe PDF 0 Ready My Documents dobe PDF Convert
Reody P Loselet MST35 HFP Buidng 13 Room 2. HP Losrlt O35
L DEPDIPTADA onars Reay  KoricaMinota Co50 B 13- Foom 2511 KONICA MINOLTA
= L DESOIPTR onars T Rcady  Name: DESOISPTRES Tk 6E. Mokl erox WorkConte
1S 2 Mictosoft XPS Documen Ready Mictosoft XPS Docu
Pause Pining
Sharng.

Create Sharteut
o Delete

Fropeties

Bisten]| @ (@ () | [ ibor: Wit Oook | |3 CADacimen's nd Satin | 5 Printers and Faver | ] Dol o DaibleSuedP.

ba =T
s Help | a
seach || Fodes [ |y 3 X ) [ (Y
roe\cneikba\DeskiogWaste Disposal Buide\GereralViaste BB

See [ Type Date Modted

T3KE. Mictoso Dfce Wor. . 2/25/20101220FM

T7KE Micosoh Difce Wor.. 2/25/20101210PM

S51KB. Microso Difce Wor.. 2/25/20101219PM

S51KB. Miciosoh Difce Wor.. 2/25/20101219PM

S51KB. Microsoh Difce Wor.. 2/25/20101220PM

S51KB. Miciosoh Difce Wor.. 2/25/20101220PM

TKE Mictosot Dfe Wor..  2125/20101238PM

Q@Y 1238PH




image3.png
Fle Edt View Favoites Took Hep

Qe - © - (¥ Dseann | iroes |5 3 X B |- [

s [ Pitrs s Foves

Neps = e ErT e T o
1) Add Printer
- Adobe POF Ready MyDocumets Adobe FOF Convet
2 DEPOIIFTROY anas 139t Readh ___HP Loselel MO HEP Buiding 13, Roon 2. HP Loselet S35
. DEPOIIFTROM on s 1311

2. DESOIIPTRES an s 3pi1

2 Microsoft KPS Document Witer

Basic Loyt | Fris | GoverMode | Sarp/Conposiion| Gusiy | Gtrr |

8172611 5011 in) Favoite Selting Unted ]| Add

¥
817211 (85411 in} I Combination Piint Type

X9 @Y

m] 2in1 2Sided
| B

oA DR e UL i
2/25/2010 1220 PM
Binding Postion 2/25/2010 1210 P
D e 2/25/20101219PM
2/25/2010 1219 PM
2/25/2010 1220 PM
I Flotete 180 I Bincing Maigin 212502010 1220 PM

T~ Skip Blank Pages el =g s 2/25/201012:38 PM

T~ Chapters T~ Image Shift
Ef Erorpe 2460 Ifieg2 G Beties

e[ ittt =
= | a0 Heb

Q@Y 23R

) CADocuments and Settn. | [T, Printers and Fares | 4] Defaul ta Double Sided P.

Bstor] | @ @ (&) | [ Inbor- Micosoh 0utook





image4.png
AaBb

AaBbC

Thommal 1 No Spaci..  Heading 1

Fle Edt View Favoites Taok

Help

Address [T, Priters and F:

Name

Q-0 (T

Sasnch | Fdens | o S
& DESO13PTRSS on o

Advanced Pepei/ipt | inage Opons | Laoutwaematk |

T2l dd Prrter
2 Adobe POF
LDEPOIZPTRO1 anors
L DEPOIZPTRO on ors1
.DESOIPTRES on s
2 Micrsolt XP5 Docuren

@
P,

XEROX

Job Type:

Normal Pirt
G5

2 Sided Print:

(8.5 % 11" Letter, White, Printer Defauit =]
Tope

Select Pape.

|

"

Saved Settings:

Heb | _petas | Detoutal

[PDF Canver

erlet M5035
MINOLTA
rkCentie F

%P5 Docu

Heading 2

E=

@istart| | @ (& | [ Inbox- Miasoft Dutiook_ | |) C:ADocuments and Settn... [T, Printers and Fares | i24] Defaul to Double Sided P.

B | 60| b Mot s ison | e T s unsamr |

1. Open anv Word document. click “File” from the menu bar. and select “Print

“omia

BO 2o




image5.png
SNEE

/B 7 U -sex x Aa||¥-A-|E

S Fomat painter

Picture Tools

Acobat  Format

[B4[9] | nspoceoe assoceoe AaBbC aaBbCe AaBbC dashce. assbeeod

J[&~ || THomal 1NoSpaci.. Heading1

Heading2  Title

Styles

< i

# Find -

e Repiace

Subtitle  Subtie Em..  Change
7 Styles~ | K Select~

5| Editing

Coyou | Papec/Qualty | Frisng | Bt

O on Shot Edge

<7 DEP013PTRO1 on ors-13ptr1 Document Proper

advaced ] Poper/usity| s Fring | Q| Job Stotae | Sences |

Find +

Replace

Select -
ting

7

[ Pint Task Quick Sets

- Document Options
[ Print On Both Sides
T~ Fiip Pages Up
Booklet Layout:
of g
Pages per Sheet

1 page per sheet g
L i el

Poge e

Fight. then Down 7

Ofentation |

& Poait
€ Landscape

T~ Rotate by 180 degrees

T~ Miror Image.

Aistart| | @ (3~ | [ Inbox-Miasoft Dulook | () C:ADacuments and Setin... | 5] 1-General Waste.doc

<

|[ =] Documentt - Microso.... 1) 2\Waste Mininizatin and... | € NIH INEMS : Green Hou...| @Y 1216PM





