Printing: Summary
CSF has developed a plan to make better use of printing resources. This document outlines some features of the plan, and then discusses how you can print.
Networked Printers

CCSF has new, networked, high-quality black-and-white laser printers. There are fewer personal, local printers (printers directly attached to individual computers), but more new printers that can be used by groups of people. These printers have been placed in consultation with department heads and supervisors so that they are reasonably convenient to access: on the same floor, in the same general area as your office.

Ask your local ITS staff person, or other users, about the printers in your area.
Printer Naming

No more printers named Bugs or Francine! Printer names indicate their location. So you’ll see printers with names like P-JAD323-HP2000:

· P for printer

· JAD for building (in this case, campus) location

· 323 for room

· HP2000 for maker/model

These conventions should be fairly obvious, and were set up to help you quickly find the closest printer to wherever you are when you print.
Special printers

In addition, there will be a few special networked printers available in central locations:

· Large format duplex printers (able to print on paper up to 11” x 17” and on both sides of the paper)

· Color laser printers

These will be purchased and set up over the next months for faculty and staff use.

Choosing a printer
The printer you will normally print to (your default printer) is preset on your computer. You may want to change your default printer (if it is offline for an extended period, say, or if there is another printer that’s more convenient for you).

Occasionally you will need to print to a printer other than your default—the special color printer in your area, for example. Or you may be using a computer at John Adams, and want to print to the printer nearest your next classroom on the Ocean campus. Those naming conventions come in handy here, since you’ll have a lot of printers to choose among.

Here’s how to change your default printer and how to print one time to a printer that isn’t the default set up on the computer you’re using (without disturbing the regular print destination for that computer).
Changing your usual printer
To change the printer you normally print to (your default printer) or to check on your printer, follow these steps:
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Click Start.
2. In the right Start menu column, click Printers and Faxes.
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The Printers window opens showing available printers on the right and tasks on the left. The default printer has a little black checkmark in the upper right area of its icon.

4. You may need to scroll down to see the printer you want.

5. Click to choose the printer you want to print to normally.

6. RIGHT-click the printer you want to change to.

7. From the popup menu, choose “Set as Default Printer.”

Changing the printer for one print job

When you don’t want to change the printer you normally print to, but need to send to a different printer, wait until you are about to print the document. Then, from inside the application (Word, say, or Excel):

1. From the menu bar, click File > Print

The Print window opens.

2. In the Printer area at the top left, click the down arrow to the right of the Name: box to see your choices.
3. Click the printer you want.

4. Set the number of copies and any other options; then click OK to send your job to that printer.[image: image4.png]) My Documents

[ v Becon docaments >
L e

8 o computer

€t etwork laces

(B convirme

[ER—

@) tieo and Support

Do



[image: image2.png]



© City College of San Francisco
2
9/25/2002
Technology Learning Center

