OW-HOW-GUIL
A BLE RIN ]




CONTENTS PAGE

© Enabling Dual-sided Printing (Pg. 3 - 9)
@® Version Control (Pg. 10)

2 GENERAL V1.0



ENABLING DUAL-SIDED PRINTING

All Apps Documents Settings

Best match

Ig] Printers & scanners

System settings

Apps .
. Printers & scanners Open Printers & Scanner
L2 Print Management System settings from the search bar

€  Snipping Tool

Settings

1 Add a printer or scanner

Use the Print Screen key to
launch screen snipping

= Let Windows manage my
default printer

¥ Find and fix problems with
printing

Websites
Page

Ml O Printers & scanners
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ENABLING DUAL-SIDED PRINTING

Settings = o X
@ Home Printers & scanners
Find a setting £|  Add printers & scanners Related setings

Print server properties

Devices

o Add a printer or scanner Run the troubleshooter

Ef Bluetooth & other devices

Help from the web

| & Printers & scanners Printers & scanners
. Adding Printer or Scanner in
4144-BOH-Li 1_O . .
0 Mo =) il Windows Select your printer and click
Downloading print drivers manage

ERouchpad Open queue Manage  Remove device Changing printer status

Typing Scanning documents

ypi

4966-BOH-Notting_Hill

& Pen & Windows Ink i @ Gethelp
ax

® AutoPlay L Give feedback
Lexmark CX510 Series
Offline

fi uss

Lexmark Universal v2
Offline

Lexmark Universal v2 (Copy 1)
Offline

@h @b @b gb gh

B Microsoft Print to PDF

=

b Microsoft XPS Document Writer
’;: OneNote (Desktop)
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€ Settings
@ 4144-BOH-Liverpool_One

Manage your device
Printer status:  Idle

Open print queue
Print a test page
Run the troubleshooter
Printer properties

Printing preferences

Hardware properties

@ Gethelp

Select printer properties
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ENABLING DUAL-SIDED PRINTING

E!E!] 4599-FOH-Bristol_CTE_V2 Properties X

General Sharing Ports Advanced ColourManagement Security Configuration Overlays Fonts Job Accounting About

Update Configuration from Printer Language

Default Language ~

["]on Properties apen

[]on port change
Update Now - Ask Printer Under configuration, tick
‘DUPLEXER’ and then click
’ !
Set Printer Model Edit Form to Tray Assignment... APPLY
Printer Model: Universal Color Laser
Fage Protection
[1Pag
Configuration Options: ["]show all system forms
Duplexer [ ] A4 width = 203 mm
Hard disk

5 Tfary 2IS Collation Performance

|:| Tray 3 © Use printer-based ClICk IOKI

[ Trey4 () Use host-based

|:| Tray 5

[] Manual Envelope

] Manual Paper v

. -

< >

Cancel Apply Help

¥4 Lexmark
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ENABLING DUAL-SIDED PRINTING

&~ Settings
@ 4144-BOH-Liverpool_One

Manage your device ‘@ Get help

Printer status:  Idle

Open print queue
Print a test page

Run the troubleshooter
Select
‘PRINTING PREFERENCES’

Printer properties
Printing preferences

Hardware properties
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ENABLING DUAL-SIDED PRINTING

; 4301-FOH-EE_UAT_SDWAN_2 Printing Preferences

Layout Paper/Finishing Quality Watermark Overlays Print and Hold Other Options

Copies

Number of copies: 1 :

Collate /

["] Reverse page order

Page Orientation

/4 |
- O Portrait ' O Landscape

["J Rotate 180°

Print on Both Sides (Duplex)

‘Print on both sides ~ |
Use printer setting
Print on one side onl
Print on both sides

Document Reading Order Preset
O Left to right

() Right to left

Page Layouts
© Normal

() Multiple pages per side (N-Up)
Pages per side:

2
Edit Settings...
() Booklet
Edit Settings...

() Poster
Size of poster:

2 x 2 (4 pages)
Edit Settings...

() Mirror

[Settings summary]

Printer model:

Universal Color Laser
Copies:

1
Paper size:

A4 (210 x 297 mm)
Paper type:

Use printer settings
Paper source/tray:

Automatically Select
Onialitv:

|

Under layout, select ‘PRINT ON
BOTH SIDES’

Print Settings
Load settings:

(Neone)

Save...

Manage Settings...

Apply

Click 'APPLY’ then 'OK’

Help
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ENABLING DUAL-SIDED PRINTING

Zon

Print
Total: 16 sheets of paper

Printer
R195-BOH-Poole
Copies

1

Layout

") portrait

o Landscape

Pages
O Al

) Odd pages only
") Even pages only
eg.1-5,8, 11-13

Colour

Colour

Print on both sides

Before printing, ensure you have
selected
‘PRINT ON BOTH SIDES’ option

Print on both sides

Print on one side
Print on only one side of the page

Print on both sides
Flip on long edge

Click 'PRINT’

Print on both sides
Flip on short edge

“ St
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VERSION CONTROL

Version Date Reason for change Owner of change

1.0 11/06/23 Update to document Nargis Mohamed
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