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MODULE 8 PRI NTI NG ON THE XEROGRAPHI C PRI NTER

Thi s nodul e explains the print nmenu and how to print a docunent.

VWhen you cone to the indented paragraph with a check mark, follow the instructions.

PREREQUI SI TES

Conpl eti on of Mddule 7: DiSPLAY MDES FOR THE SCREEN.

OBJECTI VES

At the end of this nmodule, you will have | earned:

1. How to open the Print menu.

2. What the xerographic printer options on the Display nenu do when appli ed.
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PRI NTI NG
This nmodule will teach you how to print a document using the options available in the
print menu. Before you can begin, you must be in the Editor and have a docunent on the
screen (to print).
) Enter the Editor.
) Open the docunent directory; Get PRI NTING
) Begin reading fromthe screen. The heading bel ow (THE PRINT MenU) shoul d
be on the screen. |If it is not on the screen, check to see if the title in the
docunent nmenu is correct.
If you have not selected the proper title, open the docunent directory, select the prop
title and get the correct docunent.

THE PRINT MENU

There is a nenu in the Editor which provides options for printing a document. This nmen
is not visible until you open it (like the Display node nmenu). To open the Print nenu:

) Hold down the cov key while you type the letter h. Release the cov key.

)  You may al so open the Print nmenu by marking the word Print in the docunent
nmenu.

Print Menu

Print menu Detail Apply
Options: Duplex Time stanp Preview Copies: <1>

Print format: Normal Landscape Two-Up Sighature size: <16>
Limts: start at page: <> end at page: <> Store: on file: <>
Print on: Printer HyTyrE 10 12 PS

Printer name: <Pengui n> printed by: <User Nanme>Foot not es: Renunber
Paper feed: Manual Continuous

The Print menu shoul d be visible above the docunent wi ndow. Yours does not | ook the
sanme as the one above. Your nmenu contains nore information than is currently

di spl ayed, but you need to nove the bottom boundary of the Print menu to see all the
options.
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MOVI NG MENU BOUNDARY LI NES
Once a nenu is opened (displayed above the docunent window), it nay be necessary to
pull the bottomline of the nmenu downward to display all available options. This is kn

as novi ng (expandi ng) the nenu boundary Iine.

There are two ways to expand the nenu. The first way is to mark Detail. The second
way is to use the left nouse button. You are going to use the nouse button

There is a special region of the screen for noving boundary lines called the w ndow bar
The wi ndow bar is located at the extrene right edge of the docunment w ndow.

) Move the cursor to the window bar (at the extreme right edge of the screen)
until the cursor shape | ooks like a box ([]).

) Position the cursor in the wi ndow bar directly underneath the heavy
bl ack |ine separating the Print nenu fromthe docunment wi ndow. (The top of

t he cursor box should be just touching the line to be noved.)

) Hold down the LEFT npbuse button while slowy noving the cursor down
one inch to expose all lines of the Print nenu.

) Release the LEFT npbuse button.

As | ong as you hold down the LEFT nobuse button, you may nove the
boundary line up or down.

VWen you rel ease the nmouse button, the boundary line will freeze at its current |ocatio
Thi s nmeans that while holding the LEFT nbuse button down, you may nove the cursor up

or down to adjust the boundary line.

If there is a lot of white space underneath the |last menu option, nove the boundary lin
up (using the procedure above).

To nove a boundary line, you nust use the LEFT npbuse button.

PRI NT OPTI ONS

Look at the Print nenu. The first Iine shows Detail and Apply. The Print nenu nust be
applied for the docunent to be sent to the printer
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The second line of the menu begins with Options: |If you mark Duplex, the printer wll
print two-sided copies. |If you nmark Time stanp, the systemw Il print the date and tim
t he docunent was printed. |f you mark Preview, the systemw || preview the docunent

on the screen as it will print. |If you need nore than 1 Copy, you will change the nunb

in the brackets after Copies:

The third line begins with Print format: Normal is the preset option and indicates pri
will be done on 8 1/2 x 11 paper in the normal manner. Landscape tells the printer tha
you want the material typed across the 11 inch side rather than the 8 1/2. Two-up tell
the systemyou are printing material |andscape in two columms. Signature tells the
printer you are doing a booklet and 4 pages will be printed per sheet of paper.

Limts: allows you to tell the printer at which page to begin printing and at which pag
stop printing. You fill in nunbers in the brackets.

Print on: tells the systemwhat type Printer to use. The preset option is Printer, whi
the xerographic printer. |If you are using a HyType, you need to mark HyType and the
pitch - 10, 12, PS.

Printer nane: is the name of the xerographic printer you want the docunent printed on.
That name is typed in the brackets. Printed by: will be your name and you will type yo
last nane in the brackets. |f you are using Footnotes: and want them renunbered, you
woul d mar k Renunber.

Paper feed: is preset to Manual. You only mark this option if you are using the HyType
printer. Continuous neans you have conti nuous form paper

) Locate the words Print on on the fifth Iine of the Print nenu.

Print on............... Refers.to. the. printing device you want to use (to
print the docunent). The options which follow on
this line are the available printers.

) Wich options on this line of the menu are highlighted in black? Printer and 10.

Printer................ This.is.the. preset.option. Unless you specify
anot her printing device, your docunent will be
printed on the xerographic printer after Apply is
mar ked.
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How many copi es of the docunent will be printed?

) Look at the second line of the Print nenu, the one beginning with Options:.
Scan across this line until you come to Copies: <1>.

Copies: <1>............. This. is. the preset option. Unless you change it,
only a single copy of the docurment will be printed.

TO PRINT TWO OR MORE COPI ES OF THE DOCUMENT:

) Replace the nunber currently appearing in the brackets Copies: <1> with the
nunber of copies you want to print <2>

On which printer will this docunent be printed? Look at the sixth line of the Print nel
begi nning with Printer nane <Pengui n>.

Printer nanme:............ Refers.to.the.name (or nunber) of the workstation
whi ch operates the xerographic printer

Sonme conpanies will have nore than one xerographic printer available. |If there is nore
t han one xerographic printer available, you may send your docunent to either one. See
your administrator for the name(s) of the xerographic printer(s) available on your site

TO CHANGE THE PRI NTER NAME:

) Select the name currently appearing in the menu brackets:
Printer nane: <Pengui n>.

) Replace it with the nane of your printer

) Del ete <Pengui n> and insert <YourPrinterNane>.

) Look at the words Printed by" following Printer nane".

Printed by:............. Refers.to.the.nane of the individual printing the
document. Use your |ast nanme only.

) If your last nane does not appear in the brackets (Printed by: <LAST NAME>),
sel ect the nanme currently appearing in the brackets and replace it with your |ast
name.
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REMEMBER:  Not hi ng happens until you mark Apply. Continue reading before you mark
anyt hi ng el se.

After you mark the desired options and mark Apply, the screen will turn black (except t!
status window). A series of nessages will display in the status w ndow.

Formatting page 1

Formatting page 2 (these nessages will continue until all pages have been transnmitte
Transm ssion conpl et ed

Last page printed ... 5

Formatting page #: |ndicates which page is being formatted (into a code which

only the printer understands). As the systemfornmats each page of the docunent,

it sends an electronic copy of that page to the printer (referred to as transmtting
Formatting and transmitting take about 5 seconds per page.

Transm ssion conpl eted: Means the docunent has been formatted and transmitted
to the printer (transmission is conplete).

Last page printed ... x: |Indicates the nunber of the |ast page printed. The systen
automatical ly nunbers each page of the docunent.

The | ast page of the docunent is printed first. You will get collated copies autonatic

fromthe printer. |If you have nultiple copies, each copy will be collated and the cop
will be stacked one on top of the other.

) Mar k Apply.

Watch the status wi ndow for nessages.

The xerographic printer has a sorter bin. Printed docunents are separated al phabeti cal
according to the "Printed by: <user name>". The sorter bin has 20 slots.

Each slot on the bin has a letter of the al phabet designated to it. A range of letters
(MNQO, for exanple) could be associated with a single slot.

VWhen a docunent is printed, it cones out of the printer into one of the |abeled sorter
slots (using the nanme appearing in the Printed by brackets).

Regar dl ess of the nunber of copies printed, each docunent will have a title page on top
of the first page. This page includes the follow ng information
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Printer: Printer Name or Number

Ver si on: Sof t war e

File: Nane of the docunent printed.

Creation date: Date and tine the docunent was printed.
For : Nane appearing in the Printed by brackets.

Total Sheets: Nunber of pages printed plus one cover sheet.

If you want to print only a few pages rather than the entire docunent, you fill in the
information on the Limts: line.

) Locate Linmits: Start at page: < > End at page: < >.

Start at page:.......... Refers t.o the first page you want printed.

I f you have a 20-page docunment and only want to print pages 15 through the end

of the docunent: Insert the nunber 15 into the start at page: <15> brackets.
End at page:............ Refers.to.the.last page you want printed.
If you have a 20-page docunment and only want to print pages 1 through 6: Insert

the nunber 6 into the end at page: <6> brackets.

Do the foll ow ng:

) Print a copy of pages 13 of this docunent.

) Print a copy of pages 24 of this docunent.

) Print two copies of this docunent using Duplex and Time Stanp.

) Return to the beginning of the docunent.

) Mark Preview to view the docunent on the screen.

) Press Next to nove to the next page.
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) View the entire docunent.

) dose the Print menu.

Pi ck up your printed copies.

) Quit. If you intend to continue with the next nodul e today, do not turn off your
system

If you are not confortable with the information, DO NOT CONTINUE W TH THE NEXT
MODULE.

Return to the nodul es you do not understand and read themagain. It is inportant that
you understand the informati on covered before you continue with the next
trai ni ng nodul e.



SUMMARY PRI NTI NG

To open the Print menu........ Hol d. down. t he. com key whil e typing the
letter h. (comh) or mark Print.

To close the Print nenu....... Mark. | X......

TO PRI NT:

A single copy of the docunent. Mark Print, Apply.

Mul tiple copies of the docunent.nsert a nunber in the Copies: <#>
brackets, Apply.

Start print with a page other..Lthaerfl a nunber in the Start at page: <#>
brackets, Apply.

End with a page other than thel.hastt a nunber in the End at page: <#>
brackets, Apply.

Specify a different pri.nter....l.nsert. .a.namre or nunber in the Print on
<printer nanme> brackets, Apply.

Change the user nane.......... Insert.a.nane in the Printed by: <user nane>

brackets, Apply.
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