How to Reduce Printing Waste
Microsoft Office 2013
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Printer Properties

Print selected pages, for example, 1-5 or

SEnAgE: 1.4-5.
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Portrait Orientation -

Letter

85" x11"

Narrow Margins

Left: 0.5" Right: 05" . .

4+ Print multiple pages per sheet of paper.

1 Page Per Sheet M Recommended for PowerPoints.
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Page Setup

E-Mail Text to Yourself Rather Than Printing

Copy text and paste it into a Word document, then send it to yourself as an e-mail attachment.
In library databases, use the e-mail feature.

Save to Your Google Drive

Copy text and paste it into a Word document. Log in to your ACC Google account and upload it to
Google Drive.

Save onto a USB Drive Rather Than Printing

Every student should carry a USB (or “flash”) drive. They can cost less than $10 and hold huge numbers

of documents.
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