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PRINTING

: : INFocus

In a traditional sense, printing means producing your
document on paper. The printing process on the computer,
however, is much more flexible than this. In Microsoft
Word the printing commands allow you to control how the
document will be printed, where it will be printed and
what will be printed.

In this booklet you will:

v' gain an understanding of printing

learn how to preview a document before printing
learn how to quick print

learn how to select a printer

learn how to print the current page

learn how to specify a range of pages

learn how to specify the number of copies
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UNDERSTANDING PRINTING

Printing, in its simplest form, means printing only requires a printer that converts
producing a paper copy of a document that the electronic form of the document into
you have created on the computer. Early letters and other graphics on a page. Before
forms of printing required typesetting, you commit a document to paper, consider
printing presses and ink. These days, the following points.

Resisting The Urge To Print

These days printers are very cheap, easy to install and easy to print to. While
computers were supposed to reduce the amount of paper that we used and introduce a
paperless age, in reality they have made it easy to go through pages and pages of
paper while we review and modify documents. If you take some time to think the
following things through, you may well reduce the volume of paper that you use.

Draft Versus Final

The first thing to consider is why you are printing. If you just want to review the layout
and proof the text, there is a good case for printing only a draft copy of the document.
This uses less ink and in some cases prints more quickly than a best-quality copy. If
you have a colour printer, then you can often choose to print in greyscale, saving the
more expensive colour ink for later. If it's the final copy that you want to print, then
you should make sure you‘ve previewed the output so that you don’t waste precious
ink, time, paper and patience.
When Printing Isn’t Printing

Traditionally, printing referred to creating a hard copy of a document, meaning a copy
of the document on paper. These days, printing can also be used to create an electronic
version of the document, known as a soft copy. For example, you can print to the
Microsoft XPS Document Writer and create an XPS version of the file. You can also print
to a file and create a .PRN file which is used for printing.

Paper Size

Before you send a document to a printer, you need to consider the size of the paper
that you intend to print on. Does the size of the paper that your printer will use match
the size that you have selected in Word? If not, you either need to change the paper in
the printer or reorganise your document in Word so that the paper sizes agree.

Paper Type

What type of paper do you need for your specific print job? Are you printing
photographs that you want to appear on glossy paper? Are you printing a normal
document that needs normal copy paper? What about sticky labels or envelopes? Make
sure that you have the right paper product in your printer before you start.

Printer Type

One of the first things you should do before creating a document is to select the printer
that you intend to use. This is partly because functionality may vary between printers.
For example, printers designed to print photographs can print right to the edge of the
page (borderless printing) whereas other printers, such as most lasers, have a non-
printable area around the edge of the page. There are many types of printers you may
have access to, such as colour printers versus black and white and laser printers as
opposed to inkjet. As a rule of thumb, colour printing is more expensive than black and
white, and laser printing is more expensive, but better quality, than ink jet.

Default Printer

The default printer is the printer that appears under Printer when you click on the

File tab and select Print. It's the printer that will be used unless you select a different
one.

Previewing Before You Print

When you select Print in the Backstage view, a preview of how the document will
look when it’s printed will appear in the right half of the view. You should always check
this preview of a document in the Backstage before sending it to a printer.
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PREVIEWING YOUR DOCUMENT

Computers came with the promise of a
paperless office but it hasn't really worked
out that way. You can help to save paper
by previewing your documents in the

printing them. The preview shows you on
screen how the document will look when it is
printed. If you need to make any changes,
you simply exit the Backstage and alter the

Print area of the Backstage before file.
. [+
Try This Yourself: i
Before starting this
52 exercise you MUST open Gromdter preservation
git the fi/e W867 pneser.'a\:i-cvmwcnd I'Eljime nabiman-d pro'didqeswanegroforme bcélww;;d-indusu'ies.mele L
. . are two aquifers that provide access to groundwatsr, an upper unconfined aquifer and alower
Pr/nt/ng_ dOCX_ . confined aquifer. Soth provide high quality water.
1 Click on the File tab to Croundwateris water that has parmezted through sail until it reachas 2 parous areaor geographic
fault. The top level of the groundwater is known 2= the water table The water table usually follows
Open the BaCkStage, then e pwﬁieo:meqmund.iwl.mqwam.rcanhe'.'isibleasmuandsoril!sprin.gs,or.ilrnayl:well
Click on Print ::’:qm":;:':a:ﬂla:dan’::;a’s;"kg:esl;:::t;‘:::e?m westemn region, it is available to arcund b
The ﬁrSt page Of the ::uun:::::ec;:::i::z:wjdqualhy ‘whila safinity and the depth of the aguifer can
document will be shown as Brovid soms probies, the mafrty of the r&;_m‘w;stnxam_essmlean,grinlcingquanry
. . . groundwater. in the North Easl,qu.}undﬂgnens.usedfonrngamnandwm water. up to 75% of
It WII/ appear When prlnted the water needs of the ar=a ars satisfied vis aquifers.
On the right Side Of the Groundwater Issues in the North West
. Due to the lack of rainfall the last few decades, acoess has become even maore
BaCkStage WIndOW, v important. Even when rsin doas fal, thare i Fttie run off dus to tha parchad nature ofthe ground.
— B e T
2  Click on Next Page |» | to et o ey e e e, o
step through the pages eaans & eyt oot oy s e
until you reach the end of ot e i e e
significantly threaten agriculture. Naturally, the flow on from this is pollution of town water sources
page 3 an.gd ponelzalnealm n:alds for the bcal':opulabon. *
YOU can a/ter the How can Groundweter Be Probected?
magnification... e
. . . manitaring prgrams and haue developad education programs to ensure that that Environment
3  Click on Zoom In i until e i
the magnification changes e
0,
to 100% B s
4 Click on Previous Page |+«
: [+
until you retur.n to page 1 T P . o
5 Press Escl or click on the
Home tab to return to o
Print Layout view
For Your Reference... Handy to Know...
To preview a document: e While in the print area of the
1. Click on the File tab Backstage, you can access the Page
2. Click on Print Setup dialog box, if necessary, by
clicking on Page Setup.
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QUICK PRINTING

Quick Printing refers to sending a
document directly to the default printer
without checking the printer settings. This
is the best choice when you know that the
printer you want is selected, you only want

Microsoft Word 2010 - Level 1

one copy of the entire document and you
have checked the preview of your document
to make sure that it is okay (or you're
confident that it will be).

Wid9-0l= W57 Printing docx - Microsoft Ward = [ B [
Try ThiS Yourself: File Hame Insert Page Layout References Mailings Rewiew Miew o @
= save
Print -
o Continue using the B s & (.. -
&  previous file with this gz"” prire [y
o exercise, or open the - — d
§ fi/e W867 .7 HP Color Laserlet CP4005 P...
Y Printing.docx... Recrt T
1  Click on the File tab to N- Sotings
Print
O 510 EELEE A— s
2 Click on Print to . pintonesded
X ) B epio Qnly print on ane side of th.,
display the printer - Collated
. Exit T
settings and document 22 123 W
pr6V|eW Portrait Orientation -
3 Click on [Print] - this sl -
large button appears I S s e,
at the top left of the ] roresen . o
printer settings -
) Bageletn ' 11 (w3 » 4% O—0— ® @
Your document will be .
sent directly to the 9

printer

For Your Reference...
To quick print:
1. Click on the File tab
2. Click on Print
3. Click on [Print]

Handy to Know...

e You can make printing an entire
document even quicker by adding
Quick Print & to the Quick Access
Toolbar. Click on the drop arrow for
Customise Quick Access Toolbar |-
and select Quick Print. Printing then
becomes a single click operation.
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SELECTING A PRINTER

It is likely that there are several printers e.g. borderless, colour laser, because it has
that you have access to, especially in a different stock loaded (paper, envelopes,
work environment. You may want to select labels), or simply because your default

a printer other than the default printer printer is currently out of action.

because it provides different functionality -

Try This Yourself: @ Print @ Print

o Continue using the _ Copies: 1 ~ ) Copiest [ ~

T previous file with this Pt o

O exercise, or open the Printer = Printer

E  file w867 '

(7)) Printing.docx_ . . jHF Calor Laserlet CP4003 PCLE - ./ HP Calor Laserlet CP40053 PCLE

. . Ready '@Ready h
1 Click O.n the F’I_e tab Printer Properties Adobe PDF
and click on Print to - reay

display the print Settings

r Fax
Settings @ Print &Il Pages . @/ Ready

Frint the entire document

Click on the drop HP Color LaserJet CP4005 PCLG
2 5 B (0] Ready
arrow [~| for Printer to

dlsplay the ||St Of grir;t 0r_1e Sided . - &} I;.I'Iei:ldc;soﬂ XPS Document Writer
. . ton one side ofthe page -
available printers e
p Collated Send To OneMote 2010
We have On/y one 123 123 1273 v ﬂ; Ready
printer installed at this . _
Stage Your list of Portrait Orientation - Add Printer...
X ) X Print to File
printers will be a4 . ot .
different to ours... lemx29.7 cm 21emx29.7 cm
3 Click on the printer of E Mormal Margins . "]; Marmal Margins .
your choice Left: 2.54 crn Right: 2.54 cm Left: 2.54 crn Right: 2.54 crm
4 Click on [Print] if you D 1Page Per Sheet - D 1Page Per Sheet -

want to send your
document to the new
printer, or press to o e
return to Page
Layout view without
printing the document

Page Setup Page Setup

Your new printer
settings will be
retained

For Your Reference... Handy to Know...
To select a printer: e You can change the default printer that
1. Click on the File tab appears in Microsoft Word. Click on
2. Click on Print Start and select Control Panel. Click
3. Click on the drop arrow [~| for Printer on View devices and printers under
and click on the printer Hardware and Sound. Right-click on
4. Click on [Print] or press the printer and select Set as default

printer. Close the Devices and
Printers window.
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PRINTING THE CURRENT PAGE

There will be times when you only want to
print a single page of a document, not the
entire thing. To make it easy for you, Word
allows you to nominate the current page to

be printed. The trick to printing the current

Microsoft Word 2010 - Level 1

page is to ensure that the page you want to
print is the first page visible on the screen.

You don't even have to click on the page or
select any text.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file W867
Printing.docx...

Ensure you are in
Page Layout view
then scroll down the
document until you
can see only page 3

You may not be able
to see all of it, but the
main thing is to ensure
that you can't see any
of page 2...

2 Click on the File tab
and click on Print to
display the print
settings in the
Backstage

3 Click on Print All
Pages under Settings
to display a list of
what you can print

4 Click on Print Current
Page to select this
option

5 Click on [Print] to
print page 3
If you don’t want to
print, press es] instead

= Same File

Print
E Copies: |1 >
Print
L —
Printer

. 7 HP Color Laserlet CP4005 PCLG

Ready

Printer Properties

Settings

B

Primt &1l Pages
Print the entire document

Prirt Qe Sided
Only print on one side of the page

Collated

E E 12,3 113 123 M
Pattrait Orientation -
ad

E
E

(2

2l = 29.7 e

Marrnal Margins
Left: 254 cm  Right: 2,54 cm

1Page Per Sheet -

Page Setup

Print
@ Copies: 1 s
Print
[ —
Printer

. JHP Color Laserlet CPA005 PCLE

Ready
Printer Properties
Settings
iLl Print &ll Pages .
Print the entire docurment

Document

Print &ll Pages
Print the entire document
Print Selection

j Only print the selected content
Print Current Page

D Only print the current page

Print Custom Range
i)

Enter specific pages or sections to print
Document Properties

Document Properties

Table of properties and values
List of Markup

List of markup only

Styles

List of styles used in document
AutoText Entries

List of AutaText available

Key Assignments

List of customized shortout keys

Print Markup

Only Print Odd Pages

Only Print Even Pages

For Your Reference...
To print the current page:

1. Scroll to the page that you want to

print

2. Click on the File tab and click on Print
3. Select Current page under Settings
4

. Click on [Print]

Handy to Know...

e You can print part of one page by first
selecting the text and/or images. Click
on the File tab and click on Print. Click

[Print].

on Print Selection then click on

e The shortcut key combination for

displaying the print settings in the
Backstage view is +P]
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SPECIFYING A RANGE OF PAGES

If you want to print more than one page
but not the entire document, you can
specify a range of pages. To do this, you
need to know the page numbers of the
pages you want to print. You can

determine this by previewing the pages and
checking the page numbers below the
preview. You then use a special format to
specify individual pages or a series of
consecutive pages (range).

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file W867
Printing.docx...

Click on the File tab
and click on Print
Click on Next Page v |
to move to page 2

We want to print this
page and the next...
Hover over the text
box for Pages

A tooltip will appear
giving you examples of

N = same File

Print
@ Copies: 1 s
Print
[ —
Printer

. jHF Calor Laser]et CR4003 PCLE
Ready

Printer Properties

Settings

B

Print Current Page
Only print the current page

I

Type page numbers anddor page
ranges separated by commas
counting from the start of the
document or the section, For
example, type 1, 3, 5-12 or pls1,
pls2, pls3-phs3

Caoll
1,2,3

Print

.

Print
[ —

4k

Copies: |1

Printer

. HF Calor Laserlet CP4005 PCLA

Ready
Printer Properties
Settings
jjnj Print Custorn Range -

Enter specific pages or sections to ...

Pages: | 2-3]

Prirt Qe Sided
Only print on one side of the page

Collated
1,2,3 123 1232

[
Paort

a4
2lemx 297 cm

ranges that you can
use. A hyphen denotes
a range of pages and
commas separate
individual page
numbers or ranges, as
in 1,3,5-12 (1 and 3
and 5 through to 12)...
Click in Pages and
type 2-3

E Marmal Margins
D 1Page Per Sheet

(3

Click on [Print] to
print the second and
third pages of the
document

Left: 2.54 crn Right: 2.54 cm

[
Partrait Orientation -

ad
2lemx29.7 cm

E Morrmal Margins
Left: 254 crn Right: 2.54 cm

- D 1Page Per Sheet -
Page Setup

Page Setup

For Your Reference...
To specify a range of pages to print:
1. Click on the File tab and click on Print
2. Click in the text box for Pages and
type the pages and ranges
3. Click on [Print]

Handy to Know...

e You will also have noticed a reference
to printing sections. Sections are used
to allow multiple formatting layouts in
a document, such as columns and
tables. In translation, plsl, pls2,
pls3-p8s3 reads page 1 of section 1,
page 1 of section 2 and pages 1
through to 8 of section 3.
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SPECIFYING THE NUMBER OF COPIES

When you print a document you can together. But, if you're printing a report, you
specify the number of copies you need may prefer to print the document in sets of
and whether or not to collate the pages. If consecutive pages, otherwise known as

you have a series of handouts, you may collated.

prefer to keep all of the same pages

Try This Yourself:

Print
o Continue using the @ @3 Copies: |3 :
&  previous file with this Print Print
o exercise, or open the %’ %’
% file W867 Printer @ Printer
“ Printing.docx... /7 HP Color Laser)et CP4005 PCLG . /7 HP Colar Laser)et CP4005 PCLG
1  Click on the File tab D oftin D oine
and click on Print Printer Properties Printer Properties
Settings Settings

The default settings
for printing are one @ Print &1 Pages . @ Print &1l Pages .
copy and collated... Print the entire docurnent Print the entire document

2 Click on the up spinner
arrow =1 for Copies =
until it reads 3 =

. . . Collated =] Uncollated
This field is located at 1,2,3 123 123 < EEREERREER <
the top of the print

- I
Settings___ Partrait Orientation v Partrait Orientation -

Print One Sided Print One Sided

Only print on ane side of the page Only print on ane side of the page

3 Click on Collated to A4 . A4 .
display a drop-down Mo 207 cm 2L emx29.7 cm
menu, then click on 'I]; Mormal Margins . ']j; Marmal Margins
Uncollated Left: 2.54cm  Right: 2.54cm Left: 254 cm  Right: 2.54cm

Notice that the t[ny D 1Page Per Sheet - D 1Page Per Sheet -
preview to the left of
the option changes to
show that if you

printed the document e e
now, it would print the
copies of page 1, then
the copies of page 2
and so on...

4 Click on [Print] to
print the copies of the
document

If you don’t want to
print, press esc]

Page Setup Page Setup

instead

For Your Reference... Handy to Know...
To print multiple copies: e Photocopying instead of printing
1. Click on the File tab multiple copies may be marginally
2. Click on Print cheaper than laser printing, but the
3. Click on the up spinner arrow =1 for loss of quality is generally not worth
Copies until you reach the number the savings you make.
required then click on [Print] e You can print multiple copies of specific

ranges of pages if you need to.
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CONCLUDING REMARKS

Congratulations!

You have now completed the Printing booklet. This booklet was designed to get you to
the point where you can competently perform a variety of operations as listed in the
objectives on page 2.

We have tried to build up your skills and knowledge by having you work through specific
tasks. The step by step approach will serve as a reference for you when you need to repeat
a task.

Where To From Here...
The following is a little advice about what to do next:

Spend some time playing with what you have learnt. You should reinforce the skills
that you have acquired and use some of the application's commands. This will test
just how much of the concepts and features have stuck! Don't try a big task just yet if
you can avoid it - small is a good way to start.

Some aspects of the course may now be a little vague. Go over some of the points
that you may be unclear about. Use the examples and exercises in these notes and
have another go - these step-by-step notes were designed to help you in the
classroom and in the work place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

visit CLD’s e-learning zone on the Intranet
read computer magazines - there are often useful articles about specific techniques

if you have the skills and facilities, browse the Internet, specifically the technical
pages of the application that you have just learnt

take an interest in what your work colleagues have done and how they did it - we
don't suggest that you plagiarise but you can certainly learn from the techniques of
others

if your software came with a manual (which is rare nowadays) spend a bit of time
each day reading a few pages. Then try the techniques out straight away - over a
period of time you'll learn a lot this way

and of course, there are also more courses and booklets for you to work through
finally, don’t forget to contact CLD’s IT Training Helpdesk on 01243-752100
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