How to Reduce Printing Waste

Use “Print Preview”

Documentl - Microsoft Word

Preview and print the document
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Select a printer, number of copies, and
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Open other printing options before printing.
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Print Preview

Preview and make changes to pages before
printing.
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Print Preview shows how many pages
your job will be. Lower left corner or
bottom.

Page: 1of 14 | Words: 2,384

(Use “page range” feature, below, to
not print unneeded pages.)

This appears after you click on the
“Office” button or on File in the upper
left. For MS Word, put the mouse over

“Print.”

Prepare
perbel
Send 3 P
L publisn sekof C
nis mear
i Cl
05 "
= i terrible
| =] Waord Options | | X Exit Word | B3
Use “Page Range”
computers. This means over X% was wasted.
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Mame: @ Wirthbc\RGC4250su E|
Status:  Idle »
Find Printer,
Type: HP Laserlet 4250 PCL 5e = |
Where:  RGC Library Suite rint to file
Comment: [7] Manual duplex
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() Current page

Collate

@ Pages: 36 11
Type page numbers and/for page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, pls2, pls3—p8s3
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E| Pages per sheet:

Scale to paper size: |No Scaling

Print what: | Document

Print: All pages in range 1page
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Don’t print unneeded pages.

Use this option to specify which
pages you want to print.

This appears after you click on
“Print.”

Ask a librarian for help using any of these features.




Only Print “Selected” Text
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. Print only highlighted text.
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Use the mouse to highlight only the
text you want to print. Use “Selection.”
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Print More Than One Page Per Sheet

St GO Print multiple pages on one sheet.
Mame: ® !yrﬁséwacéiﬁﬁsu El ey ar . ' . .
o * Especially useful if printing long
Where: RGC Library Suite Print to file
—— b i documents.
omm [ ] i ] e __ (For PowerPoint, use the “Handouts”

Type page numbers and/or page
ranges separated by commas counting
i from the start of the document or the
section, For example, type 1, 3, 5-12
or pis1, pls2, pisipas3

EI Zoom

Pages per sheet:

Scale to paper size:

option when printing.)

o This appears after you click “Print” in
newer versions of Microsoft

applications. In older, click on “Print,”
“Preferences,” “Finishing.”
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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-maill
attachment. Go paperless.

In library databases, use the e-mail feature.

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.



