WINDOWS XP and WINDOWS.7
Setting Default Printing for

B Grayscale (Black and White)
B Duplex (Two-sided)

Be sure that you have downloaded and installed the correct printer driver for each printer you are using
on your computer. A “generic” driver will not provide access to all printer features available.

Printer features vary and the settings may be found in different locations. The tips below should cover

most public printers in BTL

Control Panel
Printers

RIGHT CLICK on the printer you want to configure

Select PRITING PREFERNCES

)

[Pl st Floo rHP 4700)
: Open
Printing Preferences...

Pause Printing

@ Read

o

ed
Lex

Sharing...
Ric¢  Use Printer Offline

Create Shortcut
Delete
Rename

Properties

3rd Floor HP4600

Microsoft XPS Docume

MOST HP COLOR LASERJET PRINTERS
(HP 4600, 4650, 3800, 4700)

Click on PRINTING SHORTCUTS TAB
(HP 4600 AND 4650)

Choose TWO SIDED PRINTING
Click on APPLY

Click on the FINISHING TAB

Choose PRINT ON BOTH SIDES
Click on APPLY

Advanced | Printing Shortcuts

& 1st Floo rHP 4700 Printing Preferences

Advanced  Printing Shorteuts | Paper/Quality | Effects | Finishing | Color | Services

Factory Defaults
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Papec/Qusity | Effects| Frishig Coke | Senvices
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& 1st Floo rHP 4700 Printing Preferences

Click on the COLOR TAB

Choose PRINT IN GREYSCALE
Click on APPLY

CLICK OK

Color Options
) Automatic
O Manual

Seltings..

Print in Grayscale

Color Themes
RGB color:

Default (sRGB) v

CMYK Color:

Default CMYK+ v

E Advanced | Printing Shortcuts | Paper/Quality | Effects | Finishing| Color

Services




Ricoh Aficio Printers

Click on FINISHING TAB

Choose LONG EDGE
Click on APPLY

Click on the COLOR TAB

Choose PRINT IN GREYSCALE

Click on APPLY

CLICK OK

& Ricoh 2nd Floor Printing Preferences

Paper/Quality 7Fi"i8hin97itolol Effects | Job/Log | Advanced
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Document Options
Pt on Both Sides(D):

Letter
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& Ricoh 2nd Floor, Printing Preferences @

Paper/Quality | Finishing | Color ‘E"ects Job/Log | Advanced

Color Mode

Letter

Black and White v/




