Printing multiple pages on one sheet Page 1

This only works if the printer you are using supports this option! If it doesn't create a PDF file
(see page 3) with multiple pages as this should always work, you can then print it as normal.

1. Select File, Print, and choose the printer

Print
—Prinker

Marne: | Lo \yeentral-printS.Jancs. localyi-prn-00040 =l Properties |
Skatus: Pause Find Prinker |
Type: HP LaserJet 4300 PCL & =

where: Library 155 Reception (public access) [ Print ko File
Comment:  Library 155 Reception (public access) 4300TH [~ mManual duplex
—Fage range H_opies

= al Mumber of copies: Iu 5“

- Current page " Selection

" Pages: v Collate

Enter page numbers andfor page ranges

separated by commas, Faor example, 1,3,5-12

Print what: ID::u:ument ;‘ e

: Pages per sheet: 1

Prink: I.ﬁ.ll pages in range j SRR I HAgE Ll

Scale to paper size: Ir-.j.;. Sealing j

opkions. ., Ok, I Cancel |

2. Select the number of pages you want per sheet

Print

~Printer
Marne: | Lo \yeentral-printS.Jancs. localyi-prn-00040 =l Properties |
ScE Pause Find Prinker... |
Type: HF Laserlet 4300 PCL &
where: Library 155 Reception (public access) [ Print ko File
Comment:  Library 155 Reception (public access) 4300TH [~ mManual duplex
—Fage range H_opies
= al Mumber of copies: |1 ﬂ
- Current page " Selection
" Pages: ¥ Collate
Enter page numbers andfor page ranges
separated by commas, Faor example, 1,3,5-12
Print what: ID::u:ument ;‘ e
| Pages per sheet:  [ENRETENG—GG
Prink: I.ﬁ.ll pages in range j SRR Ll
Scale to paper size: Ir-.j.;. Sealing j
opkions. ., Ok, I Cancel |
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3. Select scale to paper size A4 (if you don't do this your printout may end up very small)

Print

~Printer
Mame: | Lo \yeentral-printS.Jancs. localyi-prn-00040 =l Properties |
Status: Pause Find Printer... |
Type: HF Laserlet 4300 PCL &
where: Library 155 Reception (public access) [ Print ko File
Comment:  Library 155 Reception (public access) 4300TH [~ mManual duplex
—Fage range H_opies
= al Mumber of copies: |1 ﬂ
- Current page " Selection
" Pages: ¥ Collate
Enter page numbers andfor page ranges
separated by commas, Faor example, 1,3,5-12
Print what: ID::u:ument j e
: Pages per sheet: 4
Prink: I.ﬁ.ll pages in range j SRR I BAges j
Scale to paper size: Mﬂ
opkions. ., Ok, I Cancel |
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If you're using a printer whose driver does not support the multiple page option save your

document as PDF first and then send the PDF to the printer.

1. Print to PDF

Printer
Mame: : CutePDF “writer w Properties... ]
c ) Yhoentral-printd. lancs. ac. ukhli-pr-00028

tatus: 1wt central-print4si-prn-00023
Type: Yhweentral-printShJi-pr-00033
where: hoentral-printai-prn-00035

=l Yheentral-printSi-prn-00043
Comment: | “sweentral-printShi-prn-00050 D Prirt ta file
CutePDIF Wniter :

. Microgoft Office Document lmage ‘wiker
Prirt range TOpE
@Al Murmber of copies; i_1 =]
() Pages  from: i'l | b !'I | Iﬂl Iﬂl
Frint Frarmes

frame zeparately [ Ok l [ Cancel

2. Choose a location to save the PDF file

Save jn; |@' Ceskiop ﬂ ® of

'@My Documents

o My Compuiter
ICaPrinter gueues and logs
o mp12.pdf

o multipage. pdf

bove up to CutePDF 3.0 and get advanced control over pour PDF documents.
Eazily edit PDF files, add securnity, stampsz, bookmarks or header/footer, make
booklets, impose [n-Up]. zplit & merge POFs, save PDF formz, and much maore!

hittp: A Ay, CutePDF. com

Filz narne: |file.|:u:|f
Save as type: |F'DF Files [*.pdf) _ﬂ Cancel
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3. Select how many pages per sheet

Frinter
Mame; L\\central-prinM.Iancs.ac.uk\li-prn-DDD2E v |
Statuz:  Paused: 0 documents waiting Comrments and Forms: —J
Tupe: HF Lazer)et 4300 PCL & | Dazurment and Stamps - |
Frint Bange Frewview
=) 4l
() Current view
() Current page
() Pages from:| 1 | to; '2 | k 11.63 A
Sulgset:!hll pages in range . w ||:| Reverze pages ili
Page Handling__ -
Copies: 1 i 8.27
Page Scaling:
i 1 T T
Page: per sheet: |2 1| | b | | Ak oy -y
Page Order: i Harizantal b |
[ Print page border []Auta-Rotate Pages
L1 Frint ta file Unitz: Inches
141 (1)
l Printing Tips ] [ Advanced l [ 0K ] [ Cancel

4. Open the saved file and print to a printer as normal
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