HP 9040/9050 mfp Copiers
Windows XP Printing Instructions

Special printing functions
Double sided Printing

e Click on Print from within your application. The following screen should appear:

Printer

Hame: zég HUHS Media Center Copier A | [ Properties ]
Status: Idle Find Printer...
Type: HP LaserJet 9050 mfp PCL 6

Where: HHS Library [ Print to file
Comment: [ manual duplex
Page range Copies

@) Al Number of copies: |:l 2
O Current page Selectio 1 1

O Pages: | | 1 1 Collate
Type page numbers and/or page

ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12 or
plsl, pls2, pls3—p8s3

Print what: |Document “ | Zoom
Print: |AII pages in range v | Eagsspas sheet |1 page B |
Scale to paper size: |No Scaling v |

[ oK J l Cancel J

Click on the button labeled “Properties”. You should now see the following screen:

HUHS Media Center Copier Document Pr

| Advanced | Printing Shoricuts | Paper/Quality | Effects | Finishing | Output | Job Storage | Services|

A printing shortcut is a collection of saved print settings that you can select with
a single click.

E==——

=

Printing shortcuts:

ELN
Two-sided (Duplex) Printing
Paper source:

ﬁ\utomatically Select » |
Factory Defaults
Staple:

ﬂ\lone ¥ !
Page size: 8.5x=11inches
Letter be'T|
Paper type:
mspeciﬁed =
Qrigntation:

Porlrait |
’_

Print on both sides:
‘None v |

Pages per sheet
Save As. Delete Reset ‘1 page per sheet B’ |

(D

0K ] I Cancel ]
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Under “Printing Shortcuts”, select “Two-sided (Duplex) Printing.

%" HUHS Media Center Copier Document Properties

| Advanced | Printing Shortcuts | PaperfQuality | Efects | Finishing | Output| Job Storage | Services

A printing shortcut is a collection of saved print settings that you can selectwith
a single click.

Printing shortcuts:

CEEE R

ull 5

Paper source

‘Aur.omatically Select w |
Staple:

None o |
Page size: 8.5 x11inches
‘Letl.er b |
Qrientation:

Portrait ¥ |

Print on both sides:
“(es. Flip Over e |

A

I OK I [ Cancel ]

¢ You have two choices for “printing on both side”:
0 Yes, Flip Over
= When printing in Portrait mode, this will be most commonly used layout.
o0 Yes, FlipUp

= When printing in Landscape mode, this will be the most commonly used layout.
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Paper Handling
You can have the copier automatically adjust to fit to a specific paper size.

Examples might be printing the Course of Study for your class. The original document was produced on 11x17
paper but you need to print on 8.5x11 paper. By selecting “Print document on” and selecting letter, the copier/printer will

automatically shrink the page to fit the paper size.
Click on Properties

Click on tab marked “Effects”

Click on “Print document on:” and select the paper size you want your document to be resized to.

I %" HUHS Media Center Copier Document Properties

;Advanced-_' .F’rlnhng Shortcuts | Paper}QuaIlty-| Effects |F|n|sh|ng.j: .Output Job Storage. .Serwces.g

Resizing Options

() Actual size

@JPrintdocumemon.

Scale to fit

(O % of actual size: [}S

Watermarks

| [none] b

(D)

0K l ’ Cancel ]
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Selecting specific paper trays.

You shouldn’t need to use this feature unless you are running a print job where you wish to use different paper for
the top sheet than for the rest of the pages or you need to print on labels. For those individuals that used to use the build
job feature on the Xerox copiers to run different colors on different pages, see the advanced directions on the next page

or see Deanna for help.

Select the “Paper/Quality” tab.

| %" HUHS Media Center Copier Document Properties

Advanced | Printing Shortcuts | Paper/Quality .,Eﬁe,c'i Finishing | Output | Job Storage | Services
Paper Options
Page size: 8.5 = 11 inches
i Letter hd i
|
Paper Source: }
| | Automatically Select v 1
Lapeilype: —
[ Unspecified b ‘
Special pages: Print Quality
Covers - -
Print pages on different paper | FastRes 1200 VJ
Insert blank or preprinted sheets [JEconoMode
Chapter separator pages (May Save Print Cartridges)
G
I OK ] [ Cancel

Under “paper source”, select the tray you wish to use.

Under “paper type”, select the type of paper. Ex. Plain paper, color, cardstock, labels, etc.
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Selecting specific paper trays.

These directions are for those individuals that used to use the build job feature on the Xerox copiers to run
different colors on different pages, contact Deanna if you have questions. This cannot be done at this time from an Apple
computer.

e Under “Special Pages” select “Print pages on different paper”
e Click on Settings. You should see the following screen.

2%

Special Pages

Special Pages

| Covers

‘ » Print pages on different paper ‘

NOTE

Pages in document:

Insertblank or preprinted sheets (@) First
‘ Chapter separator pages | % Olast
(O Pages [ | (Eg.1.3.512)

All pages notlisted in this table are setto
Paper source

Paper source Automatically Select

!AutumaﬂcallySslsct

Papertype: Unspecified Papertype:

. | Unspecified

Print on both sides

Add

J

Update I

Special pages defined for this print job:

Paper Source Additional Atfributes

Tray 1

Paper Type
Colar

Page Type
Print pages on different paper

Pages

Delete. | [ Deleteal

[ ok

| |

Cancel ]

Select “Pages” and enter the page numbers you wish to select for a special paper.

Select “Paper Source”, select the paper tray that has the paper you will be printing on.

Select “Paper type”, select the paper type (color, cardstock, etc.) that you have placed in the tray.

Click on the “Add” button to add this to the special pages list that is shown at the bottom.

e Repeat steps 1-4 for each page that requires different paper. You are limited to 4 different colors, including

B wnh e

white.
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Stapling

& HUHS Media Center Copier Document Properties _ z| i

| Advanced | Printing Shortcuts _| Paper/Quality | Effects | Finishing | Output | Job Storage | Services |

A printing shortcutis a collection of saved print settings that you can select with
a single click.

L

Printing shortcuts:

E5lh

Two-sided (Duplex) Printing
Paper source
Wmmatical\y Select v |

Factory Defaults

Staple:
INone 7
Paage size: 85=11inches
Letter b |
Paper tvpe:
mspeciﬁed b |
Qrientation:
Portrait v |
Print on both sides
MNone v |

Pages per sheet
Reset |1 page per sheet “ |

(D)

OK ] I Cancel I

Click on the tab marked “Printing Shortcuts”

Under the box marked “Staple”, select the location and quantity of staples you need.



