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Use features in the Windows driver 
How do I? Steps to perform  

Open the printer driver 
On the File menu in the software program, click Print. 
Select the printer, and then click Properties or 
Preferences. 

Get help for any printing option 
Click the ? symbol in the upper-right corner of the printer 
driver, and then click any item in the printer driver. A 
pop-up message displays that provides information 
about the item. Or, click Help to open the online Help. 
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How do I? Steps to perform  

Create a printing shortcut 
 

 
NOTE: Always select a shortcut before adjusting any of 
the settings on the right side of the screen. If you adjust 
the settings and then select a shortcut, all your 
adjustments are lost. 

1 Open the printer driver and click the Printing 
Shortcuts tab. 

 

2 Select an existing shortcut as a base. 

 

3 Select the print options for the new shortcut. 

 

4 Click Save As, type a name for the shortcut, and 
click OK. 

 

1
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How do I? Steps to perform  

Use a printing shortcut 
 

 
NOTE: Always select a shortcut before adjusting any of 
the settings on the right side of the screen. If you adjust 
the settings and then select a shortcut, all your 
adjustments are lost. 

1 Open the printer driver and click the Printing 
Shortcuts tab. 

2 Select one of the shortcuts, and then click OK to print 
the job with the predefined settings. 

 

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. 

 

 

1
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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. 

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

 

 
2 Open the printer driver and click the Finishing tab. 

 3 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. 

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

 

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

 

2

3
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How do I? Steps to perform  

Manually print on both sides (duplex) 
(continued) 

6 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 Open the printer driver and click the Finishing tab. 

3 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. 

 

4 Click the OK button to print the job. 

 

6
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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

2
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Select page orientation 
How do I? Steps to perform  

Select page orientation 
1 Open the printer driver and click the Finishing tab. 

 2 In the Orientation area, select the Portrait or 
Landscape option.  

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

 

1
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Print a booklet 
How do I? Steps to perform  

Print a booklet 
1 Open the printer driver and click the Finishing tab. 

 2 Select the Print on both sides check box. 

 3 In the Booklet layout drop-down list, click the Left 
binding or Right binding option. 

 
The Pages per sheet option automatically changes 
to 2 pages per sheet. 

 

1
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Print on different page sizes 
How do I? Steps to perform  

Print on different page sizes 

Select a page size 

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

 2 Select a size from the Paper sizes drop-down list. 

 

 

1
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Print on pre-printed letterhead and forms  
How do I? Steps to perform  

Load paper and print media 

Tray 1 

 

 

Portrait 

Alternative Letterhead mode = OFF 
• Load paper face down 
• Top edge leading into the product 

NOTE: The ALTERNATIVE LETTERHEAD MODE 
setting affects the way you load letterhead or 
preprinted paper. This setting is turned off by default. 

 

 
Landscape 

Alternative Letterhead mode = OFF 
 

• Load paper face down 
• Top edge toward the back of the product 
  

Tray 2 or optional Tray 3 
Portrait 

Alternative Letterhead mode = OFF 
• Load paper face up 
• Top edge at the right side of the tray 
 

NOTE: The ALTERNATIVE LETTERHEAD MODE 
setting affects the way you load letterhead or 
preprinted paper. This setting is turned off by default. 

 

 
Landscape 

Alternative Letterhead mode = OFF 
• Load paper face up 
• Top edge toward the back of the product 
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How do I? Steps to perform  

Print on pre-printed letterhead or forms 
1 Open the printer driver and click the Paper/Quality 

tab. 

 2 From the Paper type drop-down list, click More . . .  

 

 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. 

 

3

1
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Print on special paper, labels, or transparencies  
How do I? Steps to perform  

Load paper and print media 

Tray 1 

 

 

Portrait 

Alternative Letterhead mode = OFF 
• Load paper face down 
• Top edge leading into the product 

NOTE: The ALTERNATIVE LETTERHEAD MODE 
setting affects the way you load letterhead or 
preprinted paper. This setting is turned off by default. 

 

 
Landscape 

Alternative Letterhead mode = OFF 
 

• Load paper face down 
• Top edge toward the back of the product 
  

Tray 2 or optional Tray 3 
Portrait 

Alternative Letterhead mode = OFF 
• Load paper face up 
• Top edge at the right side of the tray 
 

NOTE: The ALTERNATIVE LETTERHEAD MODE 
setting affects the way you load letterhead or 
preprinted paper. This setting is turned off by default. 

 

 
Landscape 

Alternative Letterhead mode = OFF 
• Load paper face up 
• Top edge toward the back of the product 
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How do I? Steps to perform  

Print on special paper, labels, or 
transparencies (continued) 

 

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

 
2 From the Paper type drop-down list, click More . . . 

 

 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. 

 

2

1
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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 In the 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

2
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Store a print job  
How do I? Steps to perform  

1 Open the printer driver and click the Job Storage tab. Set job storage options 

Print on copy for proof before printing 
all the copies 

2 In the Job Storage Mode area, click Proof and Hold. The 
product prints the first copy only. A message appears on the 
product control panel that prompts you to print the rest of the 
copies. 

 

1 In the Job Storage Mode area, click Personal Job. Temporarily store a personal job on the 
product and print it later 

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

 

1

2

1
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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. 

 

Permanently store a job on the product In the Job Storage Mode area, click Stored Job.  

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

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). 
 

Receive notification when someone 
prints a stored job 

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

 

1

2
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How do I? Steps to perform  

Set the user name for a stored job 
In the User Name area, click User name to use the Windows 
default user name. To provide a different user name, click 
Custom and type the name. 

1 In the Job Name area, click Automatic to use the default job 
name. To specify a job name, click Custom and type the 
name.  

Specify a name for the stored job 

2 Select an option from the If job name exists dropdown list. 
Select Use Job Name + (1-99) to add a number to the end of 
the existing name, or select Replace Existing File to 
overwrite a job that already has that name. 

 

1

2
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Retrieve a stored print job 
How do I? Steps to perform  

1 Press the Menu button . 
Print a stored job 

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

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

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

The PRINT or PRINT AND DELETE option is highlighted. 

 5 Press the OK button to select the PRINT or PRINT AND 
DELETE option. 

 6 If the job requires a PIN, press the up arrow  or the down 
arrow  to enter the PIN, and then press the OK button. 

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

 7 Press the OK button to select the COPIES option. 

 8 To print the number of copies specified in the driver when the 
job was stored, press the OK button to select the JOB option. 

-or- 

To print more copies than were specified in the driver when the 
job was stored, press the down arrow  to highlight the 
COPIES option, and then press the OK button. Press the up 
arrow  or the down arrow  to select the number of copies, 
and then press the OK button. The number of copies printed is 
the number of copies specified in the driver multiplied by the 
number of copies specified for the COPIES option. 
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Select layout options  
How do I? Steps to perform  

Change the order in which pages are 
printed 

 

 
1 Open the driver and click the Advanced tab. 

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

 

 3 In the Page order drop-down list, select Front to 
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.

  

 

1

2
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Select advanced printing options 
How do I? Steps to perform  

Select advanced printing options 
1 Open the printer driver and click the Advanced tab. 

 
 

2 In any of the sections, click a current setting to 
activate a dropdown list so you can change the 
setting. 

 

Change the number of copies that are 
printed 

1 Open the printer driver and click the Advanced tab. 
 

2 Open the Paper/Output section, and then enter the 
number of copies to print. If you select 2 or more 
copies, you can select the option to collate the 
pages. 

NOTE: If the software program that you are using 
does not provide a way to print a particular number of 
copies, you can change the number of copies in the 
driver.  

Changing this setting affects the number of copies for 
all print jobs. After your job has printed, restore this 
setting to the original value. 

 

1

2
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How do I? Steps to perform  

Print colored text as black  
1 Open the printer driver and click the Advanced tab. 

 
2 Open the Document Options section, and then 

open the Printer Features section. 
 

3 In the Print All Text as Black drop-down list, select 
Enabled. 

 

 

2

3

1
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Paper orientation for loading trays 
How do I? Steps to perform  

Image orientation Duplex mode ALTERNATIVE LETTERHEAD 
MODE = Off 

ALTERNATIVE LETTERHEAD 
MODE = On 

Portrait 1-sided printing Face down 

Top edge leading into the product 

Face up 

Bottom edge leading into the product 

Tray 1 
 
Preprinted or letterhead 

  

  

  2-sided printing Face up 

Bottom edge leading into the product 

Face up 

Bottom edge leading into the product 

   

  

 Landscape 1-sided printing Face down 
Top edge toward the back of the product 

Face up 
Top edge toward the back of the product 
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How do I? Steps to perform  

Image orientation Duplex mode ALTERNATIVE LETTERHEAD 
MODE = Off 

ALTERNATIVE LETTERHEAD 
MODE = On Tray 1 (continued) 

 
Preprinted or letterhead 

Landscape 2-sided printing Face up 
Top edge toward the back of the product 

Face up 
Top edge toward the back of the  
product 

   

  

Prepunched Portrait or 
landscape 

1-or 2- sided printing Holes toward the back of the  
product 

Not applicable 
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How do I? Steps to perform  

Tray 2 or optional Tray 3 
Image orientation Duplex mode ALTERNATIVE LETTERHEAD 

MODE = Off 
ALTERNATIVE LETTERHEAD 
MODE = On 

Preprinted or letterhead Portrait 1-sided printing Face up 

Top edge at the right side of the tray 

Face down 

Top edge at the left side of the tray 

   

  

  2-sided printing Face down 

Top edge at the right side of the tray 

Face down 

Top edge at the left of the tray 

   

  

 Landscape 1-sided printing Face up 

Top edge toward the back of the product

Face down 

Top edge toward the back of the product 
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How do I? Steps to perform  

Image orientation Duplex mode ALTERNATIVE LETTERHEAD 
MODE = Off 

ALTERNATIVE LETTERHEAD 
MODE = On Tray 2 or optional Tray 3 

(continued) Landscape 2-sided printing Face down 
Top edge toward the back of the product 

Face down 
Top edge toward the back of the  
product 

   

  

Prepunched Portrait or 
landscape 

1-or 2- sided  
printing 

Holes toward the back of the  
product 

Not applicable 

   

 

 

 

 

 


	Use features in the Windows driver
	Print on both sides (duplex)
	 Print multiple pages per sheet
	 Select page orientation
	 Print a booklet
	 Print on different page sizes
	 Print on pre-printed letterhead and forms 
	Print on special paper, labels, or transparencies 
	Print a different first or last page
	 Store a print job 
	 Retrieve a stored print job
	 Select layout options 
	 Select advanced printing options
	 Paper orientation for loading trays


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile ()
  /CalRGBProfile (ColorMatch RGB)
  /CalCMYKProfile (U.S. Sheetfed Uncoated v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.3
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket true
  /DefaultRenderingIntent /Default
  /DetectBlends false
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 524288
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile (None)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 2400
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /PDFX3:2002
  ]
  /PDFX1aCheck false
  /PDFX3Check true
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError false
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox false
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (GWG_GenericCMYK)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /SyntheticBoldness 1.000000
  /Description <<
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [792.000 594.720]
>> setpagedevice


