
Printing Tips 
 

Do you have problems with the layout of your printouts?  Do you end up printing everything, 

when you only want one section of a document or web site, or perhaps are tired of having the 

final page with only one or two lines on it?  Help is at hand! 

 

When you are ready to print, do not click the Quick Print icon; instead either click the Print 

Preview icon , or click the File menu (Office Button in Office 2007) and select Print Preview.  

The window which opens up shows exactly how the document will look when it is printed.   

 

 
 

To see more than one page on screen, click on 'Two Pages', and if this shows just a few lines on 

the second page, click on Shrink One Page.  If this doesn’t work, you can increase the margins by 

clicking on 'Margins' and selecting 'narrow margins'.  When you have made your changes, either 

click on 'Print' or 'Close Print Preview' to return to your document.  The Print Preview is 

particularly useful if you want to print a web page, as it shows the number of pages it will use to 

print out.  Note at this stage which page numbers you would like to print. 

 

The Print Preview tool bar for web pages looks different, but has similar options.  Shrink to fit 

allows you to choose the percentage reduction.  Click on the 4th icon from the left (Page Setup) 

to change margins. 

 
 

There are further changes you can make at the printing stage, either by clicking on Print in the 

Print Preview button, or by opening the File menu and selecting print.  This opens up the Printer 

Dialogue window.   

 

Here, you can select the page you want to print, or a range of 

pages - click in the circle by 'Pages' and type the numbers of the 

pages you want to print.  You can opt for more than one copy, or 

print more than one page per sheet, in the 'Zoom' area.  If you 

click in the Manual Duplex box, the printer pauses after each page 

so that you can print on the both sides of the paper.    

 

Clicking on the Properties button opens up a window which varies 

according to your printer, but you can make further changes here, for instance selecting to 

print the document in black and white, thus saving ink costs. 
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