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Green Tip: Setting ‘Double-sided Printing’ as Default Mode

Step

Instruction

¢ In the search box next to ‘Start’ on the taskbar, type control panel.
Select Control Panel from the list of search results.
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e Click ‘“View devices and printers’.
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¢ Right-click on the printer and select ‘Printing Preferences’.
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Windows can display enhanced device icons and information from the Internet. Click to change...
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e Under the ‘Basic’ tab, choose ‘Duplex printing’. You can choose ‘Flip on long
edge’ or ‘Flip on short edge’ according to your own preference.
(Note that screen options may vary slightly depending on the type of printer you

have)
e Click OK when finish.
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