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Tutorial B3 Print Options                                                                                                                     (20 points)
1. On the ribbon, select the __________ tab and click ___________.



2. The print preview is automatically _____________ on the right side of the page.



3. Use the ____________in the Copies field to indicate the number of copies you would like to print.



4. Use the Printer _____________________ menu to select the correct printer.



5. Under the Settings you can choose which pages to print, choose from Print__________ Pages, Print ____________, Print _____________Page, ___________________Print, which allows you to enter specific pages to print.



6. You can also type in the _______________ pages, using a comma between each number, 

or a __________________.



Now, choose how you would like the document to print. (No blank here)


7. Choose from one page per sheet or _______________.



8. Other templates may include ______________copies per sheet, ______________ side fold or 

side fold________________ sheet as other options.



9. Choose the paper _____________________.



10. Next, choose to Print __________ Sided, Manual 2 Sided Print, on long or short edge.




11. Choose how you would like the pages Collated, and lastly, choose to print in color or Composite Grayscale.  Please Google Collated and define here:



12. Click the __________________ button to print when all of your selections are made. (2)
