Xerox WorkCentre Products
Available Options

You have many options when printing to a Xerox device including printing double-sided, stapling your
project and/or scheduling your print job for a particular time. The College is sensitive to the
environmental impacts of printing so the default is always to print double-sided whenever possible.

To change options:

1. Click on the Start button, then open the “Devices and Printers” window. Find the Xerox printer and
right-click on it. Or if you are within a document, you can click on “Print” and then click on the
“Properties” button to the right of the selected printer.

il A Printer
® Mozilla Firefox = lame: E% ¥erox WorkCentre 7556 GPD PS q
— Status: Ide ) ) Fing Friter,
[T Microsoft Office Outlook 2007 Type: Xerox Global Print Driver PS
= Where:  172.26.131.29
le D ts : Print to file
== Microsoft Office Word 2007 il rnEnE O -
N Print range Copies
Pictures N B
__: Microsoft Office Excel 2007 @ all () Current slide Selection Humber OFmD'ES
Music Custom Show:
Microsoft Office Publisher 2007 P
() Slides:
— SrmpLe Enter side numbers andjor sid 'R
| Microzoft Office PowerPoint 2007 1’3’g_1‘2e TR T e S R
= Control Panel [¥] collate
Microsoft Office Access 2007 Print what: Femnns
Devices and Printers i
Slides [
i [
Adobe Acrobat 9 Pro I o lz‘ Shdls pe[_page =
Help and Support Colorfgrayscale: Crder: (@) Horizontal Vertical G
Color
|| Seale to fit paper Print hidden slides
|| Frame slides [ High quality
Print comments and ink markup

‘ |Search programs and files

= Xerox WorkCentre 7556 GPD PS Printing Preferem:e- -

Paper/Output | Special Pagle Color Options | [hout/ Advanced
Q.hhl’ype ? degd Brgting:
Nomal Print Iv' 2-Sided Print -
] |:| Hole Punching:
None -

2. From here you can change from
printing 2-sided (the default) to 1-
sided. You can also select your
stapling preferences.
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3. If you want to schedule your project
to print at a certain time, you can do
that by selecting the “Delay Print”
option from the Job Type menu.
Then enter the time you want to
print job to start.
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4. If the device you have selected has
color capabilities, you may print in
color by going to the Color Options
tab. The default set up will be for
jobs to print in B&W unless you
select color.
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