Glendale Community College


Microsoft Word 2003: Introduction

Course: Winter 2007

Printing & the Print Dialog Box
There are several ways to begin printing of a document.
· Press the print button on the standard toolbar

· Use the CTRL + P key shortcut on your keyboard

· Use the Print Dialog Box by using your menus.
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Using the first two options above will cause your document to automatically print straightaway. The last allows you to change printer and printing options.
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Click the File ( Print menu commands
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When the print dialog box opens, you will see several options. The most often used are the following:

Print Range - The print range asks you what page(s) you want to print.
If you wanted to print just the first page, and then page 10, you would type “1,10”

If you wanted to print pages 5 through 9, you would type “5-9”.

If you select the “Current page” option, the page with the INSERTION POINT will be printed.

Number of Copies – This is obvious. You can set this number to anything you want. CAUTION: make sure your document is completely corrected and finished before you set this. If you print 99 copies, then realize you have a typo, it is too late.

Print – You can choose to print only even or odd numbered pages in your document. This is done when usually when you want to print on both sides. A person prints the odd numbed pages first, then puts the paper back in the tray and prints the even numbered pages. CAUTION: each printer model is different in how they allow you to print on both sides of a page. See your printer’s manual for more information.
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