


step 1:

start menu>> all programs>>devices and
printers
if you don’t find it, look for it in jcontrol

anel
’.1: Microsoft Uttice Excel ZUU/ 4
a Documents
W2Z | Microsoft Office Word 2007 b
Pictures
FA-E". WordPad »
Music
d’ Getting Started »
Computer
! Connect to a Projector
Control Panel
Ce

T Calculator
Devices and Printers

Sticky Notes
Default Programs

% Snipping Tool
PP EES Help and Support

_Q‘ XPS Viewer

@1 Windows Fax and Scan

»  AllPrograms

| |Ss:7rch programs and files
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@ » Control Panel » Hardware and Sound » Devices and Printers

Add a device Add a printer See what's printing v Print server properties

Remove device

= v

4 Devices (5)

]

LCD-MONITOR

hp scanjet
scanner

4 Printers and Faxes (2)

Click on the first tab ‘Forms’

CanonLASER  Microsoft XPS
SHOT LBP-1210 Document Writer

e \

step 2: select the printer

Canon LASER SHOT LBP-1210 (Copy 1) state: @ Default

Model: Canon LASER SHOT LB...
Category: Printer

Status:

9

= Print Server Properties

Forms |Povts I Drivers I Security I Advanced|

Forms on: PC-PC

Farm name:

101

[ Create a new form

Define a new form b iting the existing name and

measurements, Ther k Farm.

Form description (measurements)

Units: ©) Metric © English

Paper size: Printer area margins:

Width: 10.00in Left: 0.00in Top

Height: 11.00in Right: 0.00in Bottorm:

Delete

Save Form

J [ Concel |

Api

ply




B ———
:

Lles

Add a device

=
@ » Control Panel » Hardware and Sound » Devices and Printers

Add a printer

- | O

- Search Dev... O

4 Devices (5)

hp scanjet
scanner

4 Printers and Faxes (2)

P~
Canon LASER
SHOT LBP-1210
(Copy1)

LCD-MONITOR

Micresoft xos Step 6: write the height and width
Document Writehf the page you require

-
@; Print Server Properties

USB OPTICAL
MOUSE

PC-PC USB Keyboard

Forms | Ports | Drivers | Security [ Advanced|

Forms on: PC-PC

Super B
Tabloid
Tabloid Extra
US Std Fanfold

iw_’_’ Half Legal

step 8:
name your form
step 5:
lick on create form

and save it.

/

(for Half Legal
height = 8.5 inches,width = 7.5 inches

\
) Height:

step7: set all four margins (compulsorj)

Create a new form

Define a new form by editing the existing name and
measurements. Then click Save Form.

Form description (measurements)

Units:

Width:

©) Metric @ English
Printer area margi|
7.5in Left: 0.50in

8.50in Right:

step 8: click on save form

0.50in

Top:

Bottom:

step 9: click on close

S 1E1 P50

Cancel




@3 » Control Panel » Hardware and Sound » Devices and Printers

Add a device Add a printer See what's printing v Print server properties Remove device

4 Devices (5)

hp scanjet LCD-MONITOR PC-PC USB Keyboard USB OPTICAL
scanner MOUSE
4 Printers and Faxes (2)
<+ - step 10: select the printer
/ e / step 11: right click

~“  Seewhat's printing » | step 12: click on Printer Properties

@\' Set as default printer »

Canon LA
SHOT LBP- Printing preferences »
(Copy1 Printer properties 3 [ Canon LASER SHOT LBP-1210
Delete print queue
Create shortcut

Troubleshoot

Remove device

Properties

Canon LASER SHOT LBP-1210 (Copy 1) State: @ Default Status: 0 document(s) in queue
Model: Canon LASER SHOT LB...
Category: Printer

El Le ¢8| 9 T




@ » Control Panel » Hardware and Sound » Devices and Printers

Add a device Add a printer See what's printing ¥ Print server properties Remove device

|

hp scanjet LCD-MONITOR PC-PC

4 Devices (5)

<.

dm Canon LASER SHOT LBP-@rﬁes -

| General | Sharing | Ports | Advanced | Color Management | Security | Select Forms

ccanner Selected Forms :
4 Printers and Faxes (2)
Form 3 Change Forms...
¥ Paper Size  Width:  8.50in Margins Left: 0.1 Top : 0.15in
|
Height :  11.00in Right :  0.19in Bottom :  0.1%in

Canon LASER Microsoft XPS
SHOT LBP-1210 Document Writer
(Copy1)

Canon LASER SHOT LBP-1210 (Copy 1)

Units : () Centimeters @) Inches

step 13: click on the tab ‘Select Forms’
step 14:

Select any of the given three forms.
step 15: click on Change form




Add a device Add a printer See what's printing v Print server properties Remove device

4 Devices (5)

p e
d=h Canon LASER SHOT LBP-121 rties

Change Forms

hp scanjet LCD-MONITOR PC-PC

scanner Available Forms :

Legal 13
A5 report

T —

4 Printers and Faxes (2)

Canon LASER Microsoft XPS i i
| MicrosoRt X step 16{[8elect th‘e n'ewly customised form from the list
(Copy1) step 17}j¢lick on ‘ok
tep 18: close this setti =
step 18: close this se ng ) Paper Size  Width: 7.50 Magins Left: 050n  Top:  050n
step 19: open the required applicafion Height :  8.50in T oGere T G6Te

like word or excel
step 20: Now you will find the ne
customised page in the li

page sizes.
Canon LASER SHOT LBP-1210 (Copy 1)

of




