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Printing double-sided is highly contextual depending on your printer
software (Xerox, Hp, Lexmark etc.) and operating system (Windows, Vista,
Mac etc.). Here we provide generic instructions that may comply with your
set-up. If the following instructions do not work, please consult your printer

manual or the help menu in the program you are printing from.

1) Printing Double-Sided for a Single Print Job

» Used for printing documents from the internet, from Microsoft
Word, from a pdf file efc.

Please Note:

Most home printers are capable of double-siding; however they may require a single
manual re-feed

depending on your printer and operating system one of the following methods may
apply
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Printing Double-Sided for a Single Print Job

OnaPC:

(WINDOWS XP & VISTA - Xerox 4525, Ricoh 2022/2035/2045, Hp 8100)

1. Click FILE and select PRINT
2. Click on the PROPERTIES button

2IX

Printer
harme: | @ Wresprintimad_bw_xerox ;J
N
S iel ; Find Prinker. ..
Type: kerox DocuPrink N4525 P33
wheps! ESZ 163 I Print ta file
Comment: [T mManual dupex
rPage range T rCopies
= Al Mumber of copies; A

™ Current page £

" Pages: | 1! I Collate
Enter page numbers andfor page ranges '

separated by commas, For example, 1,3,5-12

Print what: ]Du:u:ument LJ Zoom
PEIRE: J.ﬁ.ll P — LJ Pages per sheet: ]1 page ﬂ
Scale o paper size: ||'-.].;| Scaling LJ

Dptions. .. 64 | Carcel |

3. Click on the LAYOUT tab
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< mad_bw_xerox on fesprint Document P... E@

Linentaton

(*) Portrait
() Landzscape
() Rotated Landscape Side 1 Side 2

Piirt on Both Sides

(%) Flip on Long Edge
() Flip on Short Edge

Page DOrder

(%) Front to Back
() Back to Front

Pages Per Sheet | 1 v

| ok ]| cancel |

4. Choose an orientation from PRINT ON BOTH SIDES(most likely you will
require the FLIP on LONG EDGE option)

5. Click OK
OR
WINDOWS XP & VISTA
1. Click FILE and select PRINT
2. Click on the PROPERTIES button

rPrinter - = .
Idame: | 5B \WFesprintimad_bw_xerox _VJ

et i Z Find Printer...
Type: terox DocuPrint NA5S2S PSZ
Whera: ESZ 163 I~ Print to file
Comment: T Menual duplesx
L SO - i}
Page range - 7 Copies- 7
~ al | | mumber of copies: 53
g Current page " Selection
 Pages: | 1‘ Hq ¥ Collate
Enter page numbers and/or page ranges ' '
separated by commas, For example, 1,3,5-12

Print what: 1Document Lj Zoom-

Pages per shest: 1 page ot ]
Scale o paper size! Mo Scaling bl

Options.., 1 Carcel

PrInE: i,\\ll pages in range L]
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3. Click on the LAYOUT tab, followed by the ADVANCED button

€ mad_colour on fesprint Document Prop... @@

Unentation

) Portrait
(*) Landscape
() Rotated Landscape

Page Order

(%) Front to Back
() Back to Front

FPages Per Sheet: _1 “_\.f_

4. Scroll to the bottom of the list and select your duplex orientation
5. Click OK

Xerox Phaser 790 Advanced Options E@

Pure Black Text/Graphics : On
Black Overprint : On

Spot Color Matching @ On

RGBE Source Profile : EFIRGE
(Other) Gamma : Printer's default
(Dther) white Point : Brinter's default
{Other) Phosphors : Printer's default
RGB Separation : Output

CMYK Sirmulation Profile @ SWOP-Coated
CMYK Sirmulation Method : With CRD
Output Profile : Printer's default

Media Type: Plain Paper

Electronic Collation: Mo

Check and Print : No

Output : Back Output Bin (Face-Up)
Page Order : Forward

Duplex: v -
Off
Duplex (Long Edge Binding)
NQuplex (Short Edge Binding

[ >
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WINDOWS XP & VISTA - Lexmark 820

1. Click FILE and select PRINT
2. Click on the PROPERTIES button

rPrinter
Marne: | 58 \\Fesprintimad_bw_xeros
Stakus: Idle : Find Prinker. ..
Twpe: rerox DocuPrink MN4525 PSS
Whers: E5Z 163 I Print to File
Cornmenkt: I manual duplex
~Page range T rCopies - T
& al Mumber of copiss:
g Current page £

" Pages: ] ¥ Collate
Enter page numbers andfor page ranges

separated by commas. For example, 1,3,5-12

Print what: ]Dl:n:ument - | oo
PrinE: ]AII pagesin range = Pages per sheet: 11 page -
Scale to paper size:  [Mo Scaling ~]

Cptions. ., o] 4 I Carcel |

3. Click on the PAPER tab
4. Choose an orientation from DUPLEX
5. Click OK

%Y - _" bw_lexmark on fesprint Properties

| Paper | pi .Etyle Fin'rthing. | Graphics | Feature.s.gg FasztSerpt . M |1 || Prnliles.;:-"d.-"el:l .EZ-.-:lbnut:
- Cuples
e | Letter 81/2% 11 in
" Mane
Form S ource: | Tray
. * |ong Edge
Media Type: | Flair Paper natog
. " Shert Edge

Dutput o | Frirter

Cierkation it - - L

i+ Poartrait [ Mirrce nal

O Landscape [ Fotae 180° " Print Last Page First

Multipage Frnting o

Paoe Layout
|1Up F=|
[+

[+ X

[ Use Printer Nup (el

Il ! Letter 81/2 % 11 in

Mare. .. |
0K ] [ Cancel ] [ Help
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Printing Double-Sided for a single print-job (Verbal Instructions)

WINDOWS XP & VISTA - Xerox 4525, Ricoh 2022/2035/2045, Hp 8100

1.

N

Wi

Click FILE and select PRINT

2. Click on the PROPERTIES/PREFERENCES button
3.
4. Choose an orientation from PRINT ON BOTH SIDES/DOUBLE SIDED

Click on the LAYOUT tab (this may be the first tab that is automatically open)

PRINTING (most likely you will require the LONG EDGE option)
Click OK

OR
Click FILE and select PRINT
Click on the PROPERTIES/PREFERENCES button
Click on the LAYOUT tab, followed by the ADVANCED button
Scroll to the bottom of the list and select your duplex orientation
Click OK

DOWS XP & VISTA - Canon 5000 or 3220

5.

N
1. Click FILE and select PRINT
2.
3
4

Click on the PROPERTIES/PREFERENCES button

. Select the FINISHING tab
. Under the DOCUMENT OPTIONS heading, click OK and check PRINT ON

BOTH SIDES
Click OK

WINDOWS XP & VISTA - Lexmark 820

M S

Click FILE and select PRINT

Click on the PROPERTIES/PREFERENCES button

Click on the PAPER tab

Choose an orientation(most likely you will require LONG-EDGE) from DUPLEX
Click OK

WINDOWS NT4

el S

Click the PROPERTIES button

Click the ADVANCD tab

Under PAPER/OUTPUT, select PRINT ON BOTH SIDES

Select LONG (most likely you will require this as opposed to SHORT SIDE)

WINDOWS 95 / WINDOWS 98

el S

Click the PROPERTIES button.

Click the PAPER tab

Click the MORE OPTIONS button and select PRINTING ON BOTH SIDES
Select FLIP ON LONG-EDGE



