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* Click File - Print

* In Microsoft word click the O�ce
 button in the upper left corner

* scroll down to print

* Click on the Properties Button

* Click on the layout tab

*Click on the “Print on both sides”
 drop down arrow

*Select None to print singlesided

*Click OK to accept settings

How to change from Duplex Printing
 to single sided on PC

Have Questions?
Need Help?

Call the OIT Help Desk at
574-631-8111


