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Intfroduction

Once you've created your document, you may want
to print it o view and share your work offline. It's easy
to preview and print a document in Word using
the Print pane.




Print pane

1. Select the File tab. Backstage view will appear.
Select Print. The Print pane will appear.
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P Print pane

Print
Click this button to print the document.

Copies

Here, you can choose

how many copies you
want to print.

Copies: |1 - n

Printer
If you have multiple printers, select the
one you want to use.

Print Range Printer ©
Here, you can choose to print the entire
document, just the current page, or CIEY Lexmark MX310dn -
. . .pe "':H REEd'_‘,‘
custom print to print specific pages.
O —— Printer Properties
Single and Double-Sided Printing .
Choose whether to print on one or both Settings
sides of the paper, if your printer supports Print All Pages

this setting. “:D The whole thing N

! Pages: |

Collated

If you are printing multiple copies, you
can choose how the pages will be sorted.
Collated will sort them 1, 2, 3, 1, 2, 3.
Uncollated will sort them 1, 1, 2, 2, 3, 3.

' E Print One Sided
Only print on one side of th...

—  Collated
"=D|E| 1,23 123 123 ”

Margins

Here, you can adjust
the page margins.

u D Partrait Orientation -

Page Orientatio

Here, you can choose portrait (vertical) or
landscape (horizontal) orientation.
Paper Size

You can choose the paper size you want
to use, if your printer supports this setting.

Letter

Scaling
This option allows you
| to print more than one

8.5"x 11"

| page on asingle sheet
or scale the document
to fit a specific paper
size.

1 Page Per Sheet -

@ Maormal Margins
Left: 1" Right 1"




Print pane

| Page Selection
You can click the arrows to view a
different page in the Preview pane.
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Preview Pane
Here, you cansee a
preview of how your
document will look
when printed.

Zoom Control/

Zoom to Page
Click and drag the
slider to use the zoom
control. The number o
the left of the slider bar
reflects the zoom
percentage. You can
click the Zoom to Page
button on the right to
set the zoom control to
fit one page in the
window.




Printing a document

Print 1. Navigate to the Print pane, then
.| select the desired printer.

2 Enter the number of copies you
E  want to print.

Printer
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Printing a document

Print 3. Select any addifional seftings if
2 @ needed.

4. Click Print.

Printer
Lexrmark MX310dn
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Custom printing

Sometimes you may find it unnecessary to print your
entire document, in which case custom printing may
be more suited for your needs. Whether you're
printing several individual pages or a range of pages,
Word allows you to specify exactly which pages
you'd like to print.



Custom prinfing a document

If you'd like to print individual pages or page ranges, you'll need
to separate each entry with a comma (1, 3, 5-7, or 10-14 for
example).

1. Navigate to the Print pane.
2. In the Pages: field, enter the pages you want 1o print.

Settings :

T, Custom Print
[ - . -
Type specific pages, section...

Pages: |1, 3-5{ .
- If your document isn't

3 /Click Print. printing the way you want,

you may need to adjust
some of the page layout
settings.




Practice

Open our practice document.

In the Print pane, change the settings to print only
pAges. 2 ana.-5.

» Change the number of copies to 2.

» Use the arrows at the bottom of the print preview to
view gach page.

Opjyional: It you have a printer, you can click
the Print command. It should print two copies of
pages 2 and 5.



3 Solution
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