Printing in Grayscale

If you are using a printer that has the ability to print in color, but you don’t NEED color, then please
follow these simple steps and print your document in grayscale.

Step 1. Once you have finished the
document you are working or have
selected the text you want to print from
a webpage, click on “File”; then in the
drop down menu, click on “Print”.

Step 2. When the print window opens,
click on the “Properties” button.
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£ being spent on ink cartridges within the school...especially color ink. So far this year
O 5= we have spent in excess of $1500 on ink cartridges and it's only Septemberll | realize I
= that some of that expense is in order to have the cartridges on-hand for immediate
EN use should a cartridge empty. However, we are now tracking the use of the ink
= g pty q
=l cartridges within each classroom. Please, if it is not necessary to print in color, then
£ before you print, go into the printer properties and select to print in "grayscale”. If you
~ T don't know how, please click here and go to the technology help page on our website
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Step 4. Click on the button for “print in
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Step 5. PLEASE NOTE: All of your documents will now print in grayscale until you change the settings
back to color!



