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How to Change Printer Defaults for all Users Or Hawars
HILO

We will use HP CLJ 3600 as an example for this how to. The printer must be installed and
operational on the machine you would like to change the defaults. You must have administrator
privileges to perform the following operation.

Note: This how-to will explain the process of changing the defaults for a particular machine (all
the users who log on the machine will have those new defaults). You need to do the same operation
on every machine you would like to change the defaults printer settings.

Go to Start -> Printer and Faxes:
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We use HP CLJ 3600 as an example. With different drivers come different options, so what you
see might look slightly different. Once here, select the “Advanced” tab.

& HP CLJ 3600 Properties

Security I About |
Gerersl | Shaing | Pons Color Managemert
| ~  —

Location: ~ |K273A |
Comment:

Color Prirter ‘

Model: HF Color LaserJet 3600

Features

Color: Yes Paper available:
Double-sided: Yes Letter

Staple: No

Speed: 17 ppm

Maximum resolution: &00 dpi

Printing Preferences... ] [ Print Test Page ]

l QK H Cancel ] Apph

Click on “Printing Defaults...”.

& Hp CLJ 3600 Properties

| Security | Device Settings About |
| General || Sharing || Parts | Advanced | Caolor Managemert |

() Available from | | | |

Driver: |HP Color Laserdet 3600 w| [ New Driver... |

Spool print documents so program finishes printing faster
() Start printing after last page is spooled
(%) Start printing immediately

rint directly to the prirter

[] HAld mismatched documerts
spooled documents first
rinted documents

rinting features

Print Processor... ][ Separator Page. .. l

Printing Defaults...

I QK l[ Cancel ] Apph
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Now you see the Default settings for all users using this machine. You can change any setting that

you would like. In our example we will make it so the printer prints on both sides by default. Click
on the “Finishing” tab.

L un i1 13600 Printing Nefarics

Advam:edl Faper/Quality ‘E‘Hect Finishing || JColor | Services
Prirt Task Quick Sets
Default Print Settings A Ve
Paper Options
Sige is 8.5 x 11linches
| Letter v|
[[] Use Different Paper/Covers
Source is:
| Automatically Select w |
Typeis:
| Unspecified v|
a
»

Check the “Print on Both Sides”. The Print Task Quick Sets will change to “Type new Quick Set
name here”. Typé

Document Options
q Print On Both Sides
=
ip Pages Up

Booklet Layout:
Lo vl
Pages per Sheet

| 1 page per sheet ~ ‘

Orientation

() Portrait

() Landscape

[[] Rotate by 180 degrees

Q]

ok [ cancel [ ooy |
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Click “Save” and “Apply” in that order.

& Hp i 2400 Printing Defaults

‘ Advanced |Nperf@uahty ” Effects olor || Senﬂces|

Prirt Task C_N Sets
|New Defaults| \ ' [ Save ] Delete
\-/

Document Options
Frint On Both Sides
[] Flip Pages Up
Booklet Layout:

[or
Pages per Sheet
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| 1 page per sheet

(D]

Click “OK”.

& Hp CLJ 3600 Printing Defaults

| Advanced || Paper/Quality || Effects | Finishing |Co|or || Ser\ficesl
Print Task Quick Sets

Mew Defaults V| Save

Document Options

Frint On Both Sides

Pages per Sheé\

| 1 page per sheet \ ~ ‘

Orientation

(®) Portrait

() Landscape

] Rotate by 180 degrees

(@] 4
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The printer will now have the new default settings for all the users who login to the machine you
performed this operation!
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