PRINTING TO A KYOCERA COPIER

This document will guide you through printing to the Kyocera printers and switching the output trays (to print to various sized of paper) using the new printer drivers on your new PC laptop.

1) Identify the Kyocera you will be printing to (the printer name is on a label attached to the actual printer). For example – I will be printing to JHUP-214-BW-1 (the Kyocera on the 2nd floor).
2) [bookmark: _GoBack]Open the document you wish to print and begin the printing process as normal, when you get to the point of selecting the printer, select the Kyocera (in my case JHUP-214-BW-1) and then select “Printer Properties”
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(Continued on next page)
3) Go to the Layout tab, and select the Paper Source/Tray you wish to use. For the Kyocera’s, the Tray paper types are as follows: Tray 1&2 = Plain Ledger, Tray 3 & 4 – Plain Letter.
[image: cid:image001.png@01D7AEF2.9CC60220]
4) Upon selecting your desired Tray, you may OK out of open prompts and print normally. Please note that the printer driver will remember your last selection, so whenever you need to switch paper tapes, you will need to repeat this process. If however, you only print to plain letter, then you can do this once and you are all set for that Kyocera.
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