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Printing 

 The ‘Quick Print’ option prints the document 
without opening the ‘Print’ dialogue box. 

Click the ‘Office’ button 
in the top left hand 
corner of the screen to 
access the ‘Print’ 
options.  
 
You can also use the 
keyboard command 
‘Ctrl + P.’  
 

 

 
 

The ‘Print’ option 
opens the ‘Print’ 
dialogue box. 
 
 

Print Preview 

‘Print Preview’ can only be accessed via the ‘Office’ button in the top left 

hand corner of the screen. 

 

 ‘Print Preview’ provides an overview of how the document will look when it is 

printed. Pages can be viewed side by side, and margins and other options can 

be changed. There is also a ‘Shrink’ option. This attempts to shrink large 

documents by one page or it will shrink smaller documents (just over a page) 

to fit on a single page. It achieves this by reducing the font size throughout the 

document and the end result may not be particularly acceptable.  

To close ‘Print Preview’, click the ‘Close Print Preview’ icon on the right hand 

corner of the ‘Print Preview’ tab.  

 

  



 

 

Using the ‘Print’ Dialogue Box. 
Open the ‘Print’ dialogue box by the 
clicking the ‘Office’ button in the top left 
hand corner of the screen or by using the 
keyboard command ‘Ctrl + P’. 
 

 
 

Selecting the Printer 

If you have more than one printer you 

will need to select the printer you wish 

to use for printing.  

Click the drop down arrow next to the 

printer ‘Name’ box and select the  

      required printer from the displayed list.  

Selecting the Pages to be Printed  

You can print the entire document or part of the 
document.  
 
If you want to select the ‘Current Page’, make sure 
that the cursor is in the page you want to print.  
 
To print a range of pages, select the ‘Pages’ option and type the page 
numbers in the box.  

 

You can use the ‘Print’ option to choose to print: 

 All the pages in the document 

 All the odd pages 

 All the even pages 



Printing 
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Specify the Number of Copies of the Document 

 

Click the arrows to select the number of copies that you want 
to print.  
If the number in the box is highlighted, you can overtype this. 

 

The Zoom option 

The Zoom option prints several pages 
from the document on one page. The 
text is shrunk to accommodate this.  

 
The ‘Scale to paper size’ option lets you select different sizes such as A3, 
envelope and A4 

Document Properties 

The document ‘Properties’ option is used to select the two sided printing 

option (Duplex), if your printer has this facility. Modifications can also be made 

to the print set up to accommodate different document needs.  

 

Click the ‘Properties’ button to open 
the ‘Document Properties’ dialogue 
box.  

 

The ‘Document Properties’ dialogue box has a number of different tabs, 
however the majority of options are contained in the ‘Printing Shortcuts’ tab.  
 

 

The options displayed in the 
‘Document Properties’ dialogue 
box may vary with different 
printers.  
 



 

 

 


