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CHOOSING A PRINTER TO USE


Most everyone on staff has the option to print to more than one printer – how does one know which printer to use, and how to make it happen?  Well…follow the directions below and you should find yourself successful!
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If you know that the printer you want is your “default” printer (the printer that has been set to default), simply click on the printer icon on the menu bar.  Your document should print to the correct printer. (When you put your cursor on this icon, a text box shows which printer will be used.)
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If you don’t know which printer is your default printer, or you wish to change your default printer, do the following:
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1. Click on START, click on SETTINGS, click on PRINTERS. 

2. Look for the printer icon with the checkmark.  This is your default printer.

3. To change another printer to be your default printer, RIGHT click on the printer you want.

4. A Menu list appears.  Click on “Set as Default Printer”.

5. You should now see the checkmark with the printer you’ve just chosen to be your default printer.

6. Which ever printer has been set to “default” is the printer that documents will be automatically printed to when you click the  printer icon on the menu bar.
DO NOT “DEFAULT” TO A COLOR LASER PRINTER!

To print to a different printer WITHOUT changing your default printer, do the following:

1. Have the document/information you want to print showing on the screen.

2. Click on FILE, then click on PRINT. 

3. You’ll now see the “Print” window.  Click on the down arrow to see a listing of printers.

4. Click the printer you want.

5. Click OK.

6. Remember to go and get your printed copy if the printer you selected is in another room!

7. As long as the program you are printing from is open, the changed printer settings will stay.  Once you have closed the program, the printer is set back to the “default” printer.


The RIS Technology Committee has made the recommendation that no more than 1 leased computer per classroom be connected to the color laser printer in the lab.  Staff members should use professional judgment and limit colored printing to final products and special projects that are not going to be thrown away once they go home.
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