Blackboard
Printing Instructions

DO NOT OPEN THE PowerPoint file

1. In Blackboard, locate the Power-
Point file, but DON’T OPEN it

2. RIGHT click the name of the file

3. Select Save target as
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4. Save the PPT file to the desktop

or your Private folder

Fie name: Example ppt v |

5. Open the PPT file on the desktop
or Private folder

6. Print as described on the inside

of this brochure

Avoid slow, stalled
or interrupted
printing of
PowerPoint slides

PowerPoint files using designs or col-
ored backgrounds, extensive graphics
and having numerous slides cause
many printing problems.

The presentation may not print at all,
printing stalls or is extremely slow.

Easy to use tips listed inside will elimi-
nate frustration and speed printing.

Quick Instructions:

e  Print handouts, not individual
slides

e  Print 3 slides or more per page

e Use pure black and white, not color
or grayscale

e Don’t open the PPT file in Black-
board. Right click file, Save Target
As... to the desktop. Then open the
file from the desktop
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If the file is in BlackBoard,
STOP.
Read the instructions on the

other side.
Other wise...

Open the PowerPoint file

1. Select the right printer

Menu: File, Print...

eLobby area—HL300L
eMcCormick Lab—HL200L

Printer

Mame: 2 1110.3. 1. 104410512 b

Status: ) ~

T S ?_3 1110.3. 1, 10\HL200L

Where:
oI I 110, 5, 1. 10VHL300L

Printrange | |
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2. Select the right color/
grayscale

In the Print dialog box under Color/grayscale
Select Pure Black and

Colorfarayscale:
White

Pure Black and White |+

Color
Grayscale

Pure Black and White

Very important! Saves
lots of printer toner and
speeds up printing

3. Select handouts

In the Print dialog box Print what:
Under Print what: Handouts &
Select Handouts

|Slides

Motes Pages
Outline View

4. Select the slides to print

If you have lots of slides, you’re better off NOT
PRINTING ALL at the same time

Under Print range

Current slide—the one you were looking at prior to

opening the Print dialog box

Printrange

Oal (O Selection
() Slides:

Enter slide numbers and/or slide ranges. For example,
1,3,5-12

Selection—In Slide Sorter view, Control + Click to
select several slides

B =
Slide Sorter

Menu: File, Print, click Selection
Print range

Cual O Current slide @:ﬁ_e_l_

(O slides:

Enter slide numbers and/or slide ranges. For example,

1,3,5-12

Note: In order to choose Selection, you must be in
Slide Sorter view before going to File, Print...
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Slides—type the slide #’s in the box
Print range

Cal O curentside () Selection

(@) slides:  |2,4,8

Enter slide numbers andor slide ranges. For example,
1,3,5-12

5. Select print quality

In the Print dialog box
Click Properties

Print EI i
Printer
Name: S8 W03 1 10\HL300L hd @
Status: e [ Fing printer 9|

Type: HP LaserJet 4050 Series PCL &
Where:  HL300L

Finishing tab

Under Print Quality

Select Faster Printing

Check EconoMode (Save Toner)
oK

%% HL300L on 10.3.1.10 Properties.

Finishing | Effects || Paper || Destination || Basics

Quick Sets

fu

5 by 11 inches
Document Options: Print Quality
1 E|: Pages per Sheet " Best Quality
- & Faster Printing
" Custom Details..
E| [¥ Econahlode [Save Toner]
(D]
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Back in the Print dialog box, click OK

[ OK N l Cancel




