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SAVING INKJET/DESKJET PRINTER INK


Most of you now have an inkjet or deskjet printer in your room.  These printers use ink cartridges that must be replaced as soon as the ink is gone.  Most of the printers have a black cartridge, and a color cartridge.  There are 2 important steps you can take to conserve ink:

1. Use “draft” quality for printing most documents that are not final products, or that don’t need to be a high quality (ie. Daily bulletins, notes, etc.).

2. Set the printer to print in “grayscale” (black and white), rather than color.
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Since there are many different types of printers in the school, I can’t give you exact directions on how to take these two steps.  I can, however, give you information that should allow you to find where these two settings are located.
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1. Open the program that you want to print from (Outlook, Word, etc.).  Have your document showing on the screen.
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Normally, you would just click the printer icon button and the printer will print your document.  INSTEAD, click on FILE, then PRINT.

3. This will open a Print Window.  From this window you need to do two things:

· Make sure that your color printer is showing in the NAME box.  If it isn’t, click on the down arrow and choose the color printer.



· Click on the PROPERTIES button.

· You’ll now see the Properties Window.

· This is where you will not all see the same information.  Different printers have different Properties Window displays.  However, the information is in here somewhere – you just have to find it!

· Notice there are tabs – you may have to click on different tabs to find the information you want.

· Somewhere, you will have the option to change the “Quality Settings”.  Usually, you can choose between Draft, Normal, and Best.  Draft uses the least amount of ink, Best uses the most. 

· You also will find somewhere, the option to change from printing in Color to printing in Black & White (may be called grayscale).  Printing in Black & White will save your color ink cartridge!

· When you’ve found the places to change the settings, and have made your changes, click OK.

· Then click OK to print!

· The settings should stay for the program you just printed from.  When you open a different program, you will probably have to change the settings again.  The settings must be changed in each program you use.  Once you’ve made the changes and printed from the program, the settings are remembered.  

· You don’t need to go back and change the settings unless you want to change the Quality and/or Color.

    Happy computing . . . 


*Jan
P.S.   Don’t forget to order replacement ink cartridges with your grade level monies!








Created by Jan Roth, Educational Technologist       8 Nov 2001

1

