Working with Your Printer

To Cancel/Pause Print Jobs:
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· From your desktop screen, 

· Click Start, point to Settings, then click Printers
· Your Printers window will open.

· Double click the icon with the check √  to open your default printer.
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1. When the default printer window opens, you will see all print jobs listed.

2. Select (click to highlight) the one you want to cancel or pause.

3. Next, click Document on the top menu bar, then Pause Printing or Cancel Printing.

4. To delete ALL print jobs in the print queue, click Printer on this top menu bar and then click Purge Print Documents.

5. (Notice you can also change your default printer from this window. (Printer – Set As Default), or you can do so from the Main Printer window screen shown in the top diagram (Select or click on the Printer you want as your Default – then click File – Set As Default).

Previewing/Printing A Document in Microsoft Word:
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When you are ready to print your Word document, click File on the top menu bar, then Print Preview.  You will see how your document will look once it is printed. 

If you are satisfied, go back to File on the menu bar and click Print. 

The printer window will open. 

Make appropriate choices for printer (your default printer is usually shown), page range, number of copies, etc.

Click Properties to view other choices – such as printing in grayscale.  

Options …. (bottom left of the window) gives even more choices – such as Background Printing.

Click OK when you are satisfied and ready to print.
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