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Duplexing: A posh word for double sided printing...

Complicated as every printer is different (HP, Canon, Epson, Brother etc..)
* Firstly: Does your printer actually support double sided printing?
Not all printers do. Most ‘cheaper’ ones don't ... but you can still do it..

MANUALLY &

<
Understand how your printer works. | :

1. Write a'l' onside 1 of your
paper, near the top. Now AN
on the back write a number ‘2’
2. Insert the numbered paper into
the paper tray Number 1 side
down and the top of the page to
the inside of the paper tray. See dlagr'am
Print something.
Take the printed output, which should
be on side 1 and face up with the top to the front.
5. Keep the paper face up, but rotate it 180° so that
the top edge is to the inside of the paper tray, and
the printing is face up
6. Print something else, and et voila a duplex (double sided)
print.
» NB: I always forget which way round to place the paper, so I

often test using a pencilled "X’ on the top left or a Post-It
note stuck to the printer saying 'this way up ©
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Duplexing: Doing it from your Computer Program/App ...
Complicated as every program is different (Word, Writer, Excel, Acrobat etc..)

Firstly: Only works if your printer actually support double sided printing
AND is dependant upon your printer type (HP, Canon, Epson, Brother etc...)
1. Within the program (or App if you want to call it that ©), look for

the print option. Windows usually [FILE][Print]

2. It should give the option to allow double sided
printing, unless your printer does not support it.

a. Non-duplexing printers, select MANUAL
and use page one, your' pr'ln‘rer' display may

Print One Sided

Only print on one side of...

help

Print One Sided

Only print on one side of the page

Print on Both Sides

Flip pages on long edge

Print on Both Sides

Flip pages on short edqe

¥ Manually Print on Both Sides

=

the option Printer Properties and a
box (similar) to this will appear. NB:
each printer manufacturer will have

Reload paper when prom

pted to print the second side

uble-Sided Printin,

frutton.

[When printing over a network, it may not be possible to use
Double-Sided Printing festure.

Front printing is finished To print on the back. turn the paper over A
and reload it with the leading edes down, then click the Resume

the

Stop

a different box, and the Double-Side

option may be on a different tab at

the top.

4. Flip up or turn Over, long or
Short edge ...? You'll need to
test which one you need.
Kevin's Birthday cards are

usually short edge ©

Advanced Stuff:

You can always print to PDF (Windows),
and save the (Portable Document Format)

file on your hard drive, to email to
others, or do clever things when

you print it from Adobe Acrobat->
(like make a poster, or book)

ComputerPals is run by volunteers who provide their own knowledge and experience free of charge. Whilst
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Aprinting shortcut is a col

select with a single click.

HP Color LaserJet Pro MF... -
Ready

Printer Properties

Settings

Print All Pages
The whole thing

Print One Sided
Only print on one side of...

Collated
123 123 123

Portrait Orientation

A4
21cm x29.7 cm

+||  Custom Margins

1 Page Per Sheet

Printing Shortcuts  Paper/Quality Effects Finishing Color Advanced

llection of saved print settings that you can

Settings
General Priters | PDF | Folders |

Printer:

Pm(a duplq apabma
" Manual

Paper handing
™ Print pages in reverse ordef
I~ Blank page comection

[HP Color Laserlet 5500 PCL 6 [ JEYE - 50T
Nickname: [hp Color

F Portrat produces vedical fi
¥ Landscape produces vertica!
eset
5110cn PCL6 on IVES Printing Preferences
Gushr | W

Page Sizing & Handling @

Size Poster

Booklet subset: Both sides

Sheets from |1

Binding: Left

to |90

Multiple

Paper source
Printer auto select

Paper type
Unspecified

Print On Both Sides

210x 297 mm

Booklet




