HP LaserlJet P3010 Series — Print tasks

Use features in the Windows driver

How do I? Steps to perform
On the File menu in the software program, click Print. 2 HP LaserJet P3010 Series PCL 6 Printing Preferences
Open the pr|nter dr'Ver Select the printer, and then click Properties or Advanced | Printing Shoreuts | Paper/Quality | Effects | Finishing | Job Storage | Services|
Preferences. pining oot acoleckon o saved prnseiings o you o selec
Prirting shortcuts:
G u Printing
Tuwo-sided [Daplex) Printing Eapersource
| o= ' et PLa::Errslzes: 8.5x%11 mcl’ts
/ Paper ype:
i i : . ooklet P Unspecified |
Click the ? symbol in the upper-right corner of the printer ek e s
Get help for any printing option driver, and then click any item in the printer driver. A D i
. . . . Print on both sides:
pop-up message displays that provides information
about the item. Or, click Help to open the online Help. — Foges o shvet
1 page per sheet -
Saveds. Delete Eazet
ﬂﬁ] [ sbou. J{ hHep |
-—DK -Eancel Apply

-

1

© 2009 Copyright Hewlett-Packard
www.hp.com

Development Company, L.P.



HP LaserlJet P3010 Series — Print tasks

How do I? Steps to perform
. . . . . & aserJef eries rinting Preferences
o 1 Open the printer driver and click the Printing | PSR SER
Create a prlntlng Shortcut Shortcuts tab. Advanced|-rinting Shortcuts | Paper/Quality | Eftects | Firishing | Job Storage | Services
A printing shortcut is a collection of saved print settings that you can select
with 5 single click.
2 Select an existing shortcut as a base. 2 Bieneral Everydg Pring
NOTE: Always select a shortcut before adjusting any of st Dol P Peper s
the settings on the right side of the screen. If you adjust ) ) . e
the settings and then select a shortcut, all your 3 Select the print options for the new shortcut. 9 Emeopes
adjustments are lost. e
BookitFining
Orientation:
i
4 C!ICk Save As, type a name for the shortcut, and 4\ D i Parrat
click OK. \\\ F’,:ztunhnlh sides =
N Pages per sheet
1 page per sheet P
Saveds. e Resst
ra
0k [ Cancel ]| ok
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HP LaserlJet P3010 Series — Print tasks

How do I? Steps to perform
1 Open the pr[nter dﬂver and C||Ck the Printing 1\ & HP LaserJet P3D10 Series PCL 6 Printing Preferences
Use a prlntlng Shortcut Shortcuts tab. dvance -Rining Shoncuts | Paper/Qualty | Effects | Finihing | Job Storage | Servces|
A_ﬁ’:mtlr’\g slhor‘tcil is a collection of saved print settings that you can select
2 Select one of the shortcuts, and then click OK to print Piting shoitls
the job with the predefined settings. 2 —|
NOTE: Always select a shortcut before adjusting any of st Dol P Peper s

the settings on the right side of the screen. If you adjust
the settings and then select a shortcut, all your
adjustments are lost.

Enveloges
Baaklet Pinting Unspesified v

Factory Defaults

Pages per sheet
1 page per sheet

|

Saveds. Delate Reé

ra
-—D K -Eancel Apply

o 1 Press the stop button ® on the control panel.
Cancel a print job from the product control

panel

2 Press the down arrow ¥ to highlight the CANCEL
CURRENT JOB option, and then press the OK
button.

-
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HP LaserlJet P3010 Series — Print tasks

Select output options

How do I? Steps to perform

The top output bin collects paper face-down, in the

Print to the top (Standard) output bin correct order. The top output bin should be used for most
print jobs, including transparencies.

To use the top output bin, be sure that the rear output bin
is closed. To avoid jams, do not open or close the rear
output bin while the product is printing.

The product always prints to the rear output bin if it is

Print to the rear output bin open. Paper that is printed to this bin will exit faceup,
with the last page on top (reverse order).

Printing from Tray 1 to the rear output bin provides the
straightest path. Opening the rear output bin might
improve performance with the following items:

e Envelopes

e Labels

e Small custom-size paper

e Postcards

e Paper heavier than 120 g/m2 (32 Ib)

To open the rear output bin, grasp the handle at the top
of the bin. Pull the bin down to a 45° angle, and slide out
the extension.

Opening the rear output bin makes the duplexer and the
top output bin unavailable. To avoid jams, do not open or
close the rear output bin while the product is printing.
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HP LaserlJet P3010 Series — Print tasks

Print on both sides (duplex)

How do I?

Steps to perform

Manually print on both sides (duplex)

NOTE: This information applies to products that do not
have an automatic duplexer.

© 2009 Copyright Hewlett-Packard
Development Company, L.P.

1 Load paper face-up in Tray 1 or face-down in Tray 2.

2 In the printer driver, select the Print on both sides
(manually) check box. If you will bind the document
along the top edge, select the Flip pages up check
box.

3 Click the OK button to print the first side of the job.

4 Retrieve the printed stack from the output bin, and
place it with the printed-side facing down in Tray 1 or
facing up in Tray 2.

5
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[ Fiip pages up
Booklet layout

_U i ~

Pages per sheet

NG

|

Orientation
@ Portrait

) Landscape

[ Rotate by 180 degrees




HP LaserlJet P3010 Series — Print tasks

5 Press the OK button to print the second side of the
job.

Automatically print on both sides (duplex)

NOTE: This information applies to products that have an
automatic duplexer.

1 Load paper face-up in Tray 2.

2 In the printer driver, select the Print on both sides
check box. If you will bind the document along the top
edge, select the Flip pages up check box.

3 Click the OK button to print the job.

BN

& HP LaserJet P3010 Series PCL 6 Printing Preferences

Advanced | Pinting Shartouts | Faper/Quay | Effects| Finishing | Job Storage | Services|

N Document Options

N
Fint on both sides
[A¥lp pages ui
Y

Orientation

@ Partrait

O Landscape

[] Riotate by 180 degrees

© 2009 Copyright Hewlett-Packard
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HP LaserlJet P3010 Series — Print tasks

Print multiple pages per sheet

How do I?

Steps to perform

Print multiple pages per sheet

1 Open the printer driver and click the Finishing tab.

2 Select the number of pages per sheet from the
Pages per sheet drop-down list.

3 Select the correct options for Print page borders,
Page order, and Orientation.

1

3

& Hp LaserJet P3010 Series PCL 6 Printing Preferences

| Advaneed | Prirting Sherteuts | Paper/Qualty

Firishing | Job Storage | Services

Document Options
[ Print on both sides
Flip pages up
Boaklet layout.
(a]l}

Pages per shest:

‘ 2 pages per shest ¥ |
[t pags borders
Page order:
| Right, then Dawn v |

Oriertation

@ Partrait

O Lanisie

] Ratate by 180 degress

L ok J[ Cancel ][ Apply J
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HP LaserlJet P3010 Series — Print tasks

Select page orientation

How do I? Steps to perform

1 Open the printer driver and click the Finishing tab. & HP LaserJet P3010 Series PCL 6 Printing Preferences
Advanced | Printing Shortcuts | Paper/Qualty ety Finishing | Job Storage | Services |

Document Options
[T it o Bioth sided
Flip pages up
Biooklet |yt

i

Select page orientation

2~ | Pages porsheet

2 In the Orientation area, select the Portrait or Flfseians 3
(@) Partrait

Landscape option. Bt o
Page order,
FRight, then Down T
(O Landscape

—/ [ Fiotate by 180 degress

Orientation

3 To print the page image upside down, select the 3
Rotate by 180 degrees option.

[‘F] __About.. -H =lp

[ ok ][ cancel |[ Apeb |
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HP LaserlJet P3010 Series — Print tasks

Print a booklet

How do I?

Steps to perform

1 Open the printer driver and click the Finishing tab. 1

& Hp | aserJet P3010 Series PCL 6 Printing Preferences

Print a booklet

Advanced | Printing Shortcuts | Paper/Quality | Effects | Finishing | Jab Storage | Services|
Document Options
/zl Frint on both sides
Flip pages up
Booklet layout
2 Select the Print on both sides check box. 2 ] :
jes per shest:
Vé;ages per sheet v |
Print page borders
Page order:
Fiight. then Dawin
Oirigntation
() Portrait
3 In the Booklet layout drop-down list, click the Left 3 OLandscaps
binding or Right binding option. [ Fitate by 180 deprees
The Pages per sheet option automatically changes
to 2 pages per sheet.
(D]
L 1] 8 J [ Cancel J [ Apply ]
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HP LaserlJet P3010 Series — Print tasks

Print on different page sizes
How do I? Steps to perform
1 Open the printer driver and click the Paper/Quality - BT W T e
Print on different page sizes tab. P
F';par Dphm.ws .
Select a page size e |
e :ut;‘:meancauy Select ~|
Paper type:
Unspecified ~|
2 Select a size from the Paper sizes drop-down list. = Ak
E:: ;ages on different paper [Fesites 1200 he
[]Econatade
[May Save Print Cartidges)
(D]
tech
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HP LaserlJet P3010 Series — Print tasks

Print on pre-printed letterhead and forms

How do I?

Steps to perform

Load trays

e Use only letterhead or forms approved for use in laser
printers.

e Do not use raised or metallic letterhead.

Tray 1 Single-sided printing
e Face-up
e Top edge leading into the product

Tray 1 Automatic duplex printing
e Face-down
e Bottom edge leading into the product

Tray 2 Single-sided printing
e Face-down
e Top edge at the front of the tray

Tray 2 Automatic duplex printing
e Face-up
e Bottom edge at the front of the tray

© 2009 Copyright Hewlett-Packard
Development Company, L.P.
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HP LaserlJet P3010 Series — Print tasks

1 Open the printer driver and click the Paper/QuaIity 1 & HP LaserJet P3010 Series PCL 6 Printing Preferences

Print on pre-printed letterhead and forms tab. Aidvanced | Finng Shonas] Fanei/Budity | Effecs | Fiiting | Job Storage | Services|
. . Paper Dptions
2 From the Paper type drop-down list, click More . . . Peper sizzs: T B85 Tinshes
2 ‘ Letter v‘
Paper source:
Automstically Select v
Paper type:
Unspeclfied v
Unszpecified
Print Quality
Covers ) [Fasthies 1200 v
Print pages on different paper
[[]Econabode
[May Save Print Cartridges)
A

[ ok [ cancel | [ Apoy |

3 Expand the options for Type is:. Expand the
category of paper types that best describes your
paper, and then click the paper type that you are 3
using.

- Unspecified

- Plain

- Light 60-74g

- Heawvy 111-130g

-~ Extra Heavy 131-175g

- Bond

- Recyded

- Monochrome Laser Transparency
- Labels

- Letterhead =i
- Envelope

- Preprinted

. Dvarninchad —

12 -~
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HP LaserlJet P3010 Series — Print tasks

Print on special paper, labels, or transparencies

How do I? Steps to perform
Load trays Tray 1 Single-sided printing
e Use only labels that have no exposed backing e Face-up
between them. e Top edge leading into the product

e Use labels that lie flat.
e Use only full sheets of labels.

e Use only transparencies that are approved for use in
laser printers.

e Place transparencies on a flat surface after removing
them from the product.

1 Open the printer driVer and C”Ck the Papel"/QuaIity 1 & HP LaserJei P3010 Series PCL 6 Printing Preferences

Print on SpeCia| paper’ |abe|S, or tab. Advanced | Printing Sharteuls| Paper/Qualty | Effects | Finishing | Job Storage || Services
transparencies S ‘
Papersizes: 1 B8x1linches
2 From the Paper type drop-down list, click More . . . 2 Lo |
Paper source:
Automstically Select v
Paper type:
Unspeclfied v
_U nipeditcd Print Quality
Covers ) [Fasthies 1200 v
Print pages on different paper ] Ecomatiode
[May Save Print Cartridges)
A
[ ok [ cancel | [ Apoy |
13 —
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HP LaserlJet P3010 Series — Print tasks

How do I?

Steps to perform

3 Expand the options for Type is:. Expand the
category of paper types that best describes your
paper, and then click the paper type that you are
using.

- Unspecified

- Plain

- Light 60-74g

- Heawvy 111-130g

-~ Extra Heavy 131-175g
- Bond

- Recyded

\: Monochrome Laser Transparency
- Labels

- Letterhead

- Envelope

- Preprinted

. Dearnmchad

Cancel

© 2009 Copyright Hewlett-Packard
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HP LaserlJet P3010 Series — Print tasks

Print a different first or last page

How do I?

Steps to perform

Print the first or last page on different
paper

Print covers on different paper

1 Open the printer driver and click the Paper/Quality
tab.

2 Inthe Special pages area, click Covers or Print

pages on different paper, and then click Settings.

3 Select an option to print a blank or preprinted front
cover, back cover, or both.

Or, select an option to print the first or last page on
different paper.

4 Select options from the Paper source and Paper
type drop-down lists, and then click Add.

5 Click OK.

1 & HP LaserJet P3010 Series PCL 6 Printing Preferences

dvanced | Printing Shortoufs P aper/Quality | Effects | Finishing | Job Storage | Services |

Paper Optians

Paper sizes: 85=11 inches
[ tewer ¥
Paper saurce

| Auomaticaly Select v
Paper type

[ Unspecified v

Special pages:

| Pt pages on diferent paper

Covers

Settings...

Print Quality

[ Fastrles 1200 v

[[]Econatade
(May Save Print Cartridges)

3\ Special Pages 2=

Special Pages

Prirt pages on different paper

NOTE:
il pages not lsted in this tabie are set o

Add a blank or preprirted cover:

@® Fiont
O Back
O Bath

Paper source

4: Al anabicaly Sekecs [Trap1
Paper type: Paper ype:
slsihea:

5\

Print on both sides. On

Add Update
Special pages defined for this print job:
Page Type Pages Paper Source Paper Type Additional Attibutes
Delete Delete All

© 2009 Copyright Hewlett-Packard
Development Company, L.P.
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HP LaserlJet P3010 Series — Print tasks

Store a print job

How do I? Steps to perform

Set job storage options 1 Open the printer driver and click the Job Storage tab. & HP Laser.et P3010 Series PCL 6 Printing Preferences

| Advanced | Printing Shorteuts | Paper/Quaity | Effects | Frsre o Stoiage | Gervices|
Print on copy for proof before printing o It 1 s AL TS P e L e e PRV A
all the copies
Job Storage Mode: User Name:
Qo ) User name
@ Proof and Hoid (®) Custom
O Personaldab
© Quick Copy
) Stared.Job
2 Inthe Job Storage Mode area, click Proof and Hold. The 2 Hamlchnioan S
. " o prirt
product prints the first copy only. A message appears on the [oee J 055 e
product control panel that prompts you to print the rest of the -
copies. Display Job 1D when printing tesoms e
Use Job Name + (1-33) -
(ﬂ __Ahuut -_HE\D
L i3 ] Cancel Apply
Temporarily store a personal JOb on the 1 In the Job Storage Mode area, click Personal Job. & HP LaserJet P3010 Series PCL 6 Printing Preferences

| Advanced | Printing Shortcuts | Paper/Qualty | Effects | Finishing | Job Storage | Services|

product and print it later

“Your job will be stored on the printer and nothing willbe printed unlil you request the job from the printer's control
panel. Once the job s pinted. it wil be: automaticall remowed from the printer's job storage. For Private pint jobs
add a 4-digit personal identification number

Job Storage Mede User Mame

ot O User name

© Proof and Hold @ Custom

@ Personal Job
(O Quick Copy

O Stored Jab

Job Name

2 Optional: In the Make Job Private area, click PIN to print,

2 Hake Job Private
o X . I LIPIN to print © dutomatc
and enter a 4-digit personal identification number (PIN). \\ o O tustom

If job name exists:

Use Job Name + (1-99) v

Job Notification Options

Display Job 1D when pinting

(D) e

ok J[ cencel | [ fpp |

16
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HP LaserlJet P3010 Series — Print tasks

How do I?

Steps to perform

Temporarily store a job on the product

In the Job Storage Mode area, click Quick Copy. One copy
of the job is printed immediately, but you can print more
copies from the product control panel.

NOTE: These jobs are deleted if the product is turned off.

& HP LaserJet P3010 Series PCL 6 Printing Preferences

Advanced | Printing Shorteuts | Paper/Quality | Effects | Finishing | Job Storage | Services|

After your job prints, you an use the printer's control panel to print more copies of your ob.
loh Storage Mode User Name
oo () User name
© Proof and Held ® Custom
@ uick Cop
O Storeddob
Make Job Fivate e e
PIN to it © sutomatic
[sees |i0000:3333) O Custorn
<Butamatic:
Job Motfication Dptions
Ifjob :
Display Job 1D when piinting R
Use Job Name + 1-99] v
A
......
[ ok ][ coneel ][ sk |

Permanently store a job on the product

Make a permanently stored job private
so that anyone who tries to print it must
provide a PIN

Receive notification when someone
prints a stored job

In the Job Storage Mode area, click Stored Job.

1 In the Job Storage Mode area, click Stored Job.

2 In the Make Job Private area, click PIN to print, and then
enter a 4-digit personal identification number (PIN).

In the Job Notification Options area, click Display Job ID
when printing.

& Hp LaserJet P3010 Series PCL 6 Printing Preferences

| Advanced | Printing Shortouts | Paper/Qualty | Effects | Finishing | Job Storage | Services|

Your job will e stored in the piinter asif it s an slectronic fle cabinet. Mothing will be printed untl your job is
tequested om the printer's control panel. Use this storage for faims and other carmon or shared dacuments

Job Storage Mode User Name
Qo ®ilzer name
1 3 Pracf and Hold © Custam
) Personal Job MIR
2\\ 3 Quick Copy
.\(D Stored Jab
Make Job Private Job Mame
PIN to print ® Automatic
[swee |(00009232) O Custom
<Automatics

Job Natification Options

If job name exists

Display Job 1D when printing

Use Job Name + [1-99) -

......
[ ok [ Camel | [ Apok |

© 2009 Copyright Hewlett-Packard
Development Company, L.P.
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HP LaserlJet P3010 Series — Print tasks

How do I? Steps to perform
In the User Name area, click User name to use the Windows & HP LaserJet P3010 Serjes PCL 6 Printing Preferences
Set the user name for a stored job default user name. To provide a different user name, click [ dvanced | Pivting Shetcuts | Papar/Qusty | Effcts | Frishing ] Job Storegs | Saris]
Custom and type the name.
will be stored in the printer as it it is an electronic file cabinet. Mothing will be printed until your ob is
fequeste: the printer's control panel. Use this storage for forms and ather common or shared documents.
Job Storage Mode User Name
O ot @iJzer name
() Pranf and Hold ) Custom
. . . (2 Personal Jol IR
1 In the Job Name area, click Automatic to use the defaultjob ~ 4—_| o
. . . . . | © Quick Copy
Specify a name for the stored job name. To specify a job name, click Custom and type the
name Job Mame
Make Job Frivate
PIN ta print (® Automatic
E (D0N0-9339) ) Custom
Job Netification Options
Display Job ID when printing lichname/sasy
_Use Job Name + [1-89] v
2 Select an option from the If job name exists dropdown list. 2 i
Select Use Job Name + (1-99) to add a number to the end of (ﬂ
the existing name, or select Replace Existing File to ———
overwrite a job that already has that name.
18 =
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HP LaserlJet P3010 Series — Print tasks

Retrieve a stored print job

How do I? Steps to perform
1 If the product has a numeric keypad, press the folder button «= to open the
Print a stored jOb RETRIEVE JOB menu.
=-Or=-

Press the Menu = button . Press the down arrow ¥ to highlight the RETRIEVE JOB
menu, and then press the OK button.

2 Press the down arrow ¥ to highlight your user name, and then press the OK button.

3 Press the down arrow ¥ to highlight a job name, and then press the OK button.

The PRINT or PRINT AND DELETE option is highlighted.
4 Press the OK button to select the PRINT or PRINT AND DELETE option.

5 If the job requires a PIN, use the numeric keypad, or press the up arrow A or the down
arrow ¥ to enter the PIN, and then press the OK button.

NOTE: If you use the up arrow A or the down arrow ¥ to enter the PIN, press the OK
button after each digit.

6 To print the number of copies specified in the driver when the job was stored, press the
OK button.

=-0or-

To print a different number of copies than you specified in the driver when you stored
the job, use the numeric keypad, or press the up arrow A or the down arrow V¥ to select
the number of copies, and then press the OK button.

19 -~
© 2009 Copyright Hewlett-Packard J
Development Company, L.P. www.hp.com :



HP LaserlJet P3010 Series — Print tasks

Select layout options

How do I? Steps to perform

1 Open the driver and CIiCk the Advanced tab & Hp LaserJet PI010 Series PCL 6 Printing Preferences

Change the order in which pages are
printed

=y Document Options

Advanced Printing Features: Enabled

Print Optimizations: Enabled
B--ﬁ, Prinker Features
R Edge-To-Edge: Off
Print All Text as Black: Disabled
- Send True Type as Bitmap: Disabled

2 Open the Document Options section, and then q
open the Layout Options section.

™ « Raster Compression: Automatic

! Alternative Lettsrhead Made: OFf
=) Layout Gptions

Page Order: Front ko Back

3 In the Page order drop-down list, select Front to 3
Back or Back to Front to print the pages in the
same order as they are in the document, or select
Back to Front to print the pages in the reverse order.

[ o J[ carcel ][ ey |

20
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HP LaserlJet P3010 Series — Print tasks

Select advanced printing options

How do I? Steps to perform

1 Open the prlnter drlver and C“Ck the Advanced tab & HP LaserJet P3010 Series PCL 6 Printing Preferences

Select advanced printing options

&
2 In any of the sections, click a current setting to g%?ﬁ";{fw
activate a dropdown list so you can change the fls Document Options
2 A Advanced Printing Features: Enabled
Settl ng L | (] o Print: Optimizatiu:s: Enabled

=G Printer Features
Edgs-To-Edge: OFf
- Print All Text as Black: Disabled
- Send True Type as Bitmap: Disabled
+ Raster Compression: Automatic
: Alternative Letterhead Mods: OFF
[ Layout Options

\... Page Order: Fronk to Back

o [ come [ Aeob |

21
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HP LaserlJet P3010 Series — Print tasks

How do I? Steps to perform
1 Open the printer driver and click the Advanced tab. 11— [ e BIx
Change the number of copies that are voead | Pt | Ppsuy| Etcs| P 1 Sge S|
printed 2 Open the Paper/Output section, and then enter the ffgfjjgj;fjf St L © Advanced Doxuent setra:
number of copies to print. If you select 2 or more 2 1 [@ 5] Acoa=d
. . - raphic
copies, you can select the option to collate the 5 fig Document ptions
Adwanced Printing Features: Cri=bled
pages' w Prink Optimizations: Enabled
=) Printer Features
NOTE: If the software program that you are using i L
does not provide a way to print a particular number of - Send True Type 55 Bimap: Disabled
copies, you can change the number of copies in the il
driver. [ Layout Options
.. Page Order: Fronk to Back
Changing this setting affects the number of copies for
all print jobs. After your job has printed, restore this

setting to the original value.

[ ok ][ cancel |[ beoy |

1 Open the printer driver and click the Advanced tab.

1 \ & HP LaserJet P3010 Series PCL 6 Printing Preferences
Pri nt co | (0] red text as b | ac k [T tvanced | Printing Shartouts | Paper/Qusity | Eftects | Finishing | Job Storags | Services|
2 Open the Document Options section, and then R RS
open the Printer Features section. = ] Graphe
2 i3y Docurnert Options
. ddvaniced Printing Featurs:

N - Prink Optimizations: Erzbld
N o B
5§y Printer Features

3 In the Print All Text as Black drop-down list, select ot e
Enabled. 3T — Priit Al Texsa'sﬁck:

1o Send True Type as ik
Raster Compression: Automatic
Alternative Letterhead Mode: OFf

= Layout Options
« Page Order: Front to Back

[ ok ][ cencel ][ deeh |
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HP LaserlJet P3010 Series — Print tasks

Set sleep mode

How do I? Steps to perform
) 1 Press the Menu button =,
Disable or enable sleep mode 2 Open each of the following menus. Press the down arrow ¥ to highlight it and then
The adjustable sleep mode feature reduces press the OK button to select it.
power consumption when the product has been a. CONFIGURE DEVICE
inactive for an extended period. b. RESETS

c. SLEEP MODE
3 Press the up arrow or down arrow A/V to select the ON or OFF setting, and then press
the OK button.

4 Press the Menu button =,

1 Press the Menu button =t

Set sleep delay 2 Open each of the following menus. Press the down arrow ¥ to highlight it and then
You can set the length of time before the product press the OK button to select it.

enters sleep mode. The default setting is a. CONFIGURE DEVICE

30 MINUTES.

b. SYSTEM SETUP
c. SLEEP DELAY

3 Press the up arrow or down arrow A/V to select the appropriate time period, and then
press the OK button.

4 Press the Menu button =,

23 -~
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