Lesson B7 – Handout

Printing a Document from the File Menu

1. Go to File Menu and click on Print.

File Menu                  Print
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2. When you see the print window, choose the page range.  The page range is how much of your document you want to print.  If your document has more than one page you can choose to print one, two or all of the pages.  If your document only has one page, choose “All” by clicking in the circle.

3. Next, you must decide how many copies you wish to print.  Type the number in the box where it says “Number of copies”.

4. When you are ready to print click on “OK”.  Only click it one time or you will print more copies than you need!  If you decide not to print, click “Cancel”.
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