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The SOP (Standard Operating Practice) for printing on Letter Head and similar paper. Whatever the contents/ printings are,
the following norms & steps MUST BE ADHERED TO. This SOP is for selecting the SOURCE for the printing — rest other settings
like the paper size number of copies etc. are assumed to be known to you.

1. Printer’s Side Tray must be used to print on Letter Head, rest from Drawer. (In case any printer isn’t having the

facility needs to be brought to IT’s Knowledge). No one should be using the Drawer for this.

2. You are needed to give the printing by selecting the source as “Stack Bypass” — How To Do that is shown below.

On selecting the print command from menu of the respective application would get similar window like :

a) Select the Canon Printer you want to print on from the available list

b) Select the Properties in the same window.

Properties

Narme: ¥ Canon_13/R2018 UFRIILT

Status: Ide

Type: Canon iR2018 UFRIT LT

Where: IP_192,168,100,13

Comment:

Page range Copies

® al Number of copéas: |1 3

ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
or pisi, pis2, p1s3-p8s3

Print what: | Document v| Zoom

|
|
Print: All pages in range v 1 Pages per sheet! 1 page

O Current page
0090909090900 |
OpPsges: | | Collate
Type page numbers and/or page

Scale to paper | Q aling
o]

Find Printer...

[l Print to file
[ Manual duplex

c) Select the Paper Source Tab from the properties window

d) Change your choice to “Stack Bypass” as your Paper Source. If this choice isn’t available Show to IT

Tech.Support

e) Select OK to close the window and go to previous window.

f)  Select OK to print (refer the image above)

- 73 v
Pratie A7) Delu Sertrgs - Dudgus Muthed | 52 Pied v
‘8
=) Papat Souce Paoer Tpe
Papet Sebechon
- Seve Papet for A1 Fages
Paper Souce <40
Such -
Diower 1
,‘i ; Autn
y1 =l o
AL [Bosing Ausol
| Vern Setirgs
Festns Dalmds
e
OF. Cancel | Heb

Doc No: PLSL/ITC_P_04_00
(Release Date: 18-May-2019)

Page 1 of 1



