Click on Properties.

Click on the Installed Options tab and see
if Duplex Option is displayed (Skip to step 6 if

already installed).

Click on Duplex Option.

Click Add button. Duplex option should be
displayed under the Currently installed options - <= =z v

box. Click Ok button.
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& Library Upper Commons B&W Properties X

Printer based collation :

Printer memory (MB] :

I~ Page protection

Factory Settings

Curently installed options -

Avalable options :

Base printer
Multipurpose feeder
Adds> 5

p
500-sheet drawer
Envelope feeder
Output expander
Printer hard disk

6~ Apply
Select your printer.

Click Preferences or Properties
button.

Select 2-sided long edge option.
Click Ok.
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~| Name « Documents | Status
<aalibrary 3rd FL South BRW Ready
< Library Computer Lab 206 B&W Ready
“2aLibrary LL CopyRM Calor Ready
2 Library Lower IC B&W Printer Ready
2 Library Multmedia Lab B&W Ready

- | Library Multmedia Lab Color Ready
aLibrary Training Rm 203 BRW Ready
i Library Training Rm 205 B&W Ready

MRS Library Upper Commons B2gae a Loady

s Library Upper IC - South B8 OPen

| 3MBA LPR port test
2 OrrlibPer-Q on PRT-SRV3
2 PrimoPDF
2 5an Filippo Hall Printer
2 5t. Clare Hall Printer
5 Swin Hall Printer
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Printer Tasks

Re Add a printer

15 See what's printing

Select printing
preferences

&' Pause printing

& Share this printer

® Rename this printer

¥ Delete this printer

& set printer properties Set as Default Printer

Printing Preferences...

Other Places Pause Printing

Sharing...
Use Printer Offine

B Control Panel

Create Shortcut

Delete

2] 2] 12}
Paint Shof
Properties Pro 4
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In your application, click on the print

option to bring up the printer dialog box.

Y Printing Preferences @
Settings Web Help

Page Layout | Paper | Print Quality | Other Options

Copies Orientation
® Portrait

Copies :
e " Landscape

Mnre Pane | avnut Ootinns

: |
1.5 Com ]

|V Collate copies

I~ Print last page first |~ Rotate 180"

2-sided printing Multipage printing (N-Up)

m  1-sided

Pages per sheet :

m - kziid&ﬂllong edge

g " 2-sided short edge



