Part 1 - Instructions for setting your printer to double-sided printing
Note:  Some printers can only print single-sided.  These instructions are intended only for printers capable of printing on both sides of a sheet.
The following instructions will allow you to change the default printer settings to always print double-sided instead of single-sided.  Double-sided printing is also called “duplex” printing.  Once done, this setting will stay in effect even after you reboot your system.  You will need to follow these steps for each duplex printer you access.  You can override this setting at any time from within the application you are using.  See Part 2 for instructions on how to override the default setting and print single-sided.
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Step 1:  Click on the Windows Start button in the lower left corner.
Next, move your cursor to the Settings menu option and a drop down menu will appear.

Click on Printers and Faxes.
Step 2:  Right-click on the printer you want to set up to print duplex as the default.
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Step 3:  Click on Properties.
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Step 4:  Click on Printing Preferences.
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Step 5a:  Depending on the printer type, this panel or the panel in Step 5b will be presented.
For this panel, select Flip on Long Edge.

Click on OK.
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Step 5b:  If the panel you’re presented is similar to the image on the right, then select Print on Both Sides.
Click on OK.

The printer you selected is now configured to always print in double-sided (duplex).  This will remain in effect until you go back into your printer settings and remove the duplex option.  However, you would normally not need to do this.
Part 2 - Instructions for setting your printer to print single-sided from within your application
There are times where you may wish to print single-sided instead of double-sided.  You can do this without having to modify your default printer settings.  This is done through the application you are using, such as Lotus Notes, Microsoft Word, Excel, PowerPoint, and others.  They all follow the same basic set of instructions.
Please note that once the printer setting is changed from within the application, it will remain in effect until you change it back or exit from the application.  In addition, the change you make will only affect that application.
The following example is to change the printer setting from double-sided to single-sided for Microsoft Word.
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Step 1:  From the application menu at the top of the window panel, click on File.
Next, click on Print.

Step 2:  Click on Properties.
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Step 3:  Under Print on Both Sides, click on None.

Click on OK.

