l ipsMake.c.,m

TipsMake > Application >Office information >

How to print a document in Word without errors,
eadlly.

Printing documents in Word may seem simple, but errors like misaligned margins, missing text, or printer
malfunctions are common. To print correctly, you need to check your page settings, paper size, and duplex
printing options. Thiswill help make your document clearer and more professional .

Y ou can easily print documentsin Word by checking page settings, selecting the appropriate print mode, and
fixing common errors to get a good printout.

4 Ways to Quickly Print Document Filesin Word

The fastest way to print
This method can be applied to all current versions of Word. Just press the keyboard shortcut CTRL + P.
In Word 2019, 2016, and 2013

Since Word 2016, 2019, and 2021 have the same interface, the method for printing documentsin Word is no
different. The instructions below will be based on Word 2016 and apply to the other two versions as well.

Sep 1: From the standard Word interface, click File on the menu bar.
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Sep 2: Inthe File menu, select Print and adjust the parameters for the printer, then click Print to print.
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The settings areincluded in the Word 2016 and 2013 printing options.

Printer: Thelocation of your connected printers.

Print all Pages: Choose to print all or individual pages.

Print one Slied: Allows you to choose to print one-sided or two-sided (printer must support this).

Collated: Changestheprintorderto123,123,1230r111,222,333. Appliesto multiple prints.
Portrait Orientation: Choose landscape or portrait orientation for printing (it's recommended to choose this
from the start to help with text formatting).

Paper size: Choose the paper size.

Normal Magns. Adjusts the paper size and font display dimensions.

Pages per sheet: Combines multiple pages into one sheet for printing.

In Word 2010

Sep 1. From the standard Word interface, click File on the menu bar.
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Sep 2: Inthe File menu, select Print and adjust the parameters for the printer, then click Print to print.
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For the remaining parameters, please refer to the Word 2016 and 2013 sections for a better understanding.
In Word 2007

Sep 1: On the Word interface, click on the Office icon as shown below.
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Step 3: Thisisthe Word Office 2007 printing interface. Simply select your printer and click OK to print.
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Name: Thisisthe name of the printer you will be using.

Pagerange: This option marks the pages you will print. For example, All - print all pages, Current page - print
only the current page, or Pages - print by page number.

Copies: The number of copiesyou want to print. For example, enter 1 to print 1 copy.

Print what : Thisisthe content to be printed. Y ou don't need to worry too much about this option.

Print: Print even/odd pages (separated by 2 sides of paper).

Pages per sheet: With this option, you can print multiple pages on the same sheet of paper.

Scaleto paper size: If you want to scale the size, you can select it here.

For Word 2003

Sep 1. From the Word 2003 window, select File, then click the Print option .
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Sep 2: After performing the above steps, the Print window will appear. At this point, you need to pay attention
to the following points.



Print x|

Privter

e |
Narme: @5 Canon LEP3010/LBP3018/LER3050 [v] | Propertes |
Status: Ide I
Typa: Canon LEP30 10/LBP30 18/LBP3050 | Eind Printery,.. |
where: USEQDZ [ Print to file
Comment: [ Manual duplex
Page range Coples
@ Al Number of copies: -

Current page Sel

Pages: [¥] Collate
Enter page numbers and for page ranges
separated by commas. For example, 1,3,5=12

Print what: | Document

Pont: All pages in range B Fagespey Myel: Lpege B
Scale to paper size: | No Scaling B
[ options... [ ooc ][ cance ]

Sep 3: Click OK to start the printing process. For more information on the parameters, please refer to the
section on how to print a Word 2007 document.

Y ou can print on one side, both sides, or multiple pages on a single sheet depending on your needs. If you need
to optimize your document, refer to the instructionsfor double-sided printing in Word to save paper and
ensure agood layout.

Y ou finished reading the article "How to print a document in Word without errors, easily.” edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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