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Select the default printer and check printer settings
Printers that you can access from your computer may be directly connected to your PC or you may have access to printers over a network. A network printer could serve many computers so you may not be the only person sending jobs to a printer. In this case it is particularly useful to be able to view the progress of your print jobs as they may be sitting in a queue waiting to be printed. You can also cancel a print job after you have sent it to the printer.

Check printers you can access

If printing over a network there may be more than one printer you can access. To check the printers that you have access to:

1
Click on Start and then select the Control Panel.

2
Double-click on Printers and Faxes to open this item.

3
In Printers and Faxes you see the names of the computer/s that you should be able to access.

[image: image1.jpg]*® Printers and Faxes

Fle Edt View Favortes Took Help

AddPIRE] Moot OTQZon OTCIImn  OTCLISmn
OffceDoc... offprt  offrint olfprint





Figure 1: Printers and Faxes (under the Control Panel) where you can see the printer/s you have access to

Change the default printer

If you have access to more than one printer, then one of those printers will be the default printer. This means it is automatically selected when you send a job to print. In Figure 1 you can see that the default printer has a tick next to it.

To set a printer as the default printer:

1
In the Printers and Faxes window right-click on the name or icon of the printer.

2
Select Set as Default Printer from the menu.
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Figure 2: Right-click on a printer to select Set as Default Printer—to make this printer the default

If you only have one printer available then you will not need to set a default printer.

Check printing preferences for a printer

Printing preferences include options for printing such as:

· the size of the paper you are printing to

· whether the document you are printing has a horizontal (landscape) or vertical (portrait) layout

· whether you want to print on both sides or only one side of the paper

· how many copies of the document you want to print.

You can change these options every time you send a document to the printer but you can also set default options so that your preferred options are the default until you change them.

To check or change the default printing preferences for your printer:

1
In the Printers and Faxes window right-click on the name or icon of the printer. (See Figure 2)

2
Select Printing Preferences from the menu.
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Figure 3: The Printing Preferences for Microsoft Office Document Image Writer
3
To change the paper size you want to print on, click on the arrow next to the box under Page size. Select a different paper size from the popup menu.

4
To change the orientation of your document page click in the button next to either Portrait or Landscape.

5
Click OK to save any changes or Cancel to keep the same settings.

The preferences box for a printer will have different options depending on the model of the printer, but the basic options shown in Figure 3 should be available for all printers.

You can select more printing preferences in a program’s Print box at the time of printing.

Print documents

You can send a document to the printer from the desktop or from within the application program that created the document.

Print one or more documents from the desktop

To print one or more documents from the desktop:

1
Open a folder that contains one or more documents.

2
Click on the name of the file you want to print.

3
To print more than one file, hold down the Control (Ctrl) Key on your keyboard and keep clicking on files to add them to the selection.

4
When all the files are selected, right-click on one of the selected files. Select Print from the menu.

All the files you selected will be sent to the printer.

Print a web page

To practise printing a document from within an application program, try printing a page from a website. Your computer needs to be connected to the Internet and have a web browser such as Internet Explorer.

1
Double-click on the Internet Explorer icon on the desktop to open the program. (If your web browser is not on the desktop you may need to open the program from Start then the All Programs menu.)

When the browser program is open you will see the Internet Explorer menus at the top of the window.

2
Click on the File menu then select Print from this menu.
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Figure 4: The Print command is under the File menu

3
The Print box allows you to change the printer and change the printing preferences for the job. (Note that any changes here do not permanently override the default settings.)
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Figure 5: The Print box allows you to change print settings and to print from within an application

4
When you have made any changes to the print options click on Print to send the page to the printer or click on Cancel if you don’t want to print the page.

You can print a document from within any application program in the same way. That is:

1
Open the document you want to print (Double-click on the filename if it is not already open.)

2
Click on the File menu then select Print.

3
In the Print box check the printing preferences for your job.

4
Click on Print.

View the progress of print jobs

If a document is taking a long time to print or the printer is busy with other people’s print jobs, you can check all the jobs that have been sent to a printer and see where your job is in the queue.

From the queue you can also delete a print job if you decide you want to cancel it.

To view the progress of a print job:

1
Open Printers and Faxes in the Control Panel.

2
Double-click the printer icon to open the print monitor where you can see the jobs currently in the queue for that printer.
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Figure 6: Close up of a print queue

3
The print monitor lists the files that have been sent to the printer which are either in progress or waiting to be printed. The order of files in the list is the order they will be printed. Check the Status column (next to Document Name) to see the name of the file that is currently printing.

Once a job has printed it will disappear from the queue.

Delete a print job

To delete a job from the print queue:

1
In the print monitor window (Figure 6) click on the name of the document you want to delete.

2
Press the Delete key on your keyboard.

3
The following box appears:

[image: image7.jpg]



4
Click on Yes to delete the print job. Click on No if you do not want to delete it.

5
The word Deleting will appear in the Status column.

Note: If you are working over a network, you cannot usually delete the print jobs that some else has sent (as you would not have the permission to do this).

Shortcuts to the print monitor
Note: if you are not quick enough the document may start to print before you get a chance to delete it. So you may like to use a shortcut to access the print monitor quickly.
There may be a shortcut to the print monitor on the Task Bar of your desktop. Otherwise, you can create a shortcut to a print monitor:

1
Open Printers and Faxes in the Control Panel.

2
Click on the printer icon you want to access. Hold down the mouse button and drag the icon to the desktop.

3
A shortcut to the print monitor is now on the desktop.
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You can double-click this icon anytime to check the print jobs sent to this printer and to delete the jobs you have sent.
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