Printing FAQ

Can | print from my laptop?

No. In order to print something from your laptop, you will need to transfer the file
to a flash drive and then print from a library computer.

How much does printing cost and where can | pay?

Printing is $.10 a page for black and white sheets and $.25 for color sheets. All
copies and printed pages can be paid for at the circulation desk on the first floor.

Where do my pages print to?

On the second floor, all printing can be found at the copier/printer by the
elevators.

How do | print in color?

Print 1 sheet of paper

Destination % Hewlett-Packard HPL: =

1. If you’re printing from a browser, open the
page, image, or file you want to print. Pages Al -

Copies 1

Layout Portrait -

1. Click File. Print.

Coler Black and white -

More settings v
2. In the window that appears, select the
destination and change the color option from
“Black and white” to “Color”.
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How do | print double-sided?

From Chrome:

1. Navigate to the page you would like to print.
2. Select the three dots in the upper right-hand corner, which will bring up a menu

with the Print option, and select Print.

MNew tab Ctrl+T
Mew window Cirl+M
New incognito window  Ctrl+Shift+N
Downloads Ctrl+]
Bockmarks L3
Zoom - 100%  + £
Print... Ctrl+P
Cast...

Find... Ctrl+F
Maore tools 4
Edit Cut Copy Paste
Settings

Help 4
Exit

3. The Print box will appear. Click on More Settings.

Print 1 sheet of paper
Destination % Front Dell S2815dnon
Pages All -
Copies 1

Layout Portrait -

More settings
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4. Scroll to the bottom of the options to find the option for Two-sided printing.
Select/Deselect the check-mark next to Print on both sides for single or
double-sided printing.

Scale Custom -
85
Two-sided Print on both sides
[ Flip on long edge -
Options Headers and footers

[0 Background graphics

5. Select Print.
From Edge:

1. Navigate to the page you would like to print.
2. Select the three dots in the upper right-hand corner, which will bring up a menu
with the Print option, and select Print.

m s = L'

B New window Ctrl+N

New InPrivate window Ctrl=Shift+P

Zoom == 100% o W]

¥= Favorites Ctrl=l

I

= Reading list Ctrl+M
It Books Ctrl+ Shift+U
0 History Ctrl=H
1 Downloads Ctrl=J
&% Extensions

Show in toolbar >
= Print Ctrl=P
2 Find on page Ctrl+F
A) Read aloud Ctrl+Shift+G
3 Pin this page to the taskbar

Maore tools >

{53 Settings
? Help and feedback >




3. The Print box will appear. Select the link to More settings to find more printing
options.

a
‘phato 1D and proof ofresidence.

Options
Advrs lense vlh curentreskence
5 o asiest way 1o 9y I you donck
have that we will accegt pholo ID plus
 Chockback wi narme and curat
adiss

4. You will find an option for Duplex printing. Select Print on both sides for
double-sided printing.
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5. Select OK, and then Print.
From Word:

1. Navigate to File at the top of the Word document, and choose Print.

Printer
) Front Dell 52815dn on VERO...
= Ready

Printer Properties

Settings
”=D Print All Pages .
The whole thing |
Pages: :- -
[ Print One Sided I
Aecount IEI Only print on one side of th... ¥
Options ||=E|'|=|:| Collated .

1,23 1,23 1,23
Portrait Orientation -

D Letter (8.5x 11in)
8.5"x 11"
| E Marmal Margins
Left: 1" Right: 1"
D 1 Page Per Sheet -

Find more print settings
Page Setup

2. Under Settings, select the Print One Sided box, and choose Print of Both Sides.

[ Print One Sided

Only prnt on one nde of th

Print One Sided

Print on Both Sides

pages Ly long edge

3. Select Print.



How do | print a PDF from Gmail?

1. Open the email with the PDF attachment you would like to print. Scroll to the
bottom of the message to locate and select the attachment.

2 Attachments
BB mwTickborneDzinvite.pd

£Jd

=

o~
[ Revolution Plus ZP.. 4 n

Vv

4, Reply m» Forward

2. The PDF will open. Navigate to the printer icon in the upper right corner, and
click on it.

3. The document will download to the computer’'s download folder.
4. Click on the yellow folder on the computer’s task bar.




B Desktop v Today (1)

‘ Downloads o

-

Edit View Window Help

5. Navigate to the Downloads folder. Your PDF is there.

'E] ACFrOgCWCZGHy4D-T9pig--FX{3BeRpsrd...

6. Open the PDF. Navigate to File in the upper left corner select Print.

[ Open..

Open From Acrobat.com...

Ctrl+0

@ Create PDF Online...

[E] save
Save As...
Save As Cther...

Save To Acrobat.com...

Ctrl+5

Shift+Ctrl+5

s

Send and Track Files Online
Send File...

[E# Get Documents Signed...

Revert

Close

Ctrl+W

Properties...

Ctrl+D

View All Recent Files...

1 G \ACFIOgCWCZaHy4D-7...q7pk 1XWICAIlA= pdf
2 Ci..\Cooper-Howell 25-...eferral Letter.pdf

3.\ CrinionPixie_2020..iswithsediment.pdf
4\\WERONAWISERW\...\Zeus_ReportCard.pdf

5 \\WWERONAWISERV\ Avimark\...\OlsonKoko.pdf
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Exit

Ctrl+Q
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