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Tips to Help You Save Time and Money and
Get the Best Print Results

As long as there’s a printer connected to your PC,
printing is easy: you just click a Print button and the rest
happens automatically. It’s so easy, in fact, that you may
never question whether it can be improved! You may be
wasting money by printing everything in high quality, or
using expensive colour ink when printing black-and-
white documents, quite unnecessarily. In this article I’ll
explain how to make the most of your printer’s settings
to help you get the results you want as well as saving
both time and money.
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This article shows you how to:
• Avoid wasting ink by adjusting your print settings
• Print more quickly with your preferred options

already set up
• Make Windows remember your favourite print

settings

PCS_4_APRIL_2025_P650_10pp_mrg  31/01/2024  10:12  Page 49



P 650/2

The Difference Between Quick Printing and
Controlled Printing

When you want to print something in most programs,
you have a choice of two ways to do it. The first is an
inviting-looking Print button on the program’s toolbar (a
small picture of a printer). You could think of this as the
‘quick print’ button, because the program won’t stop to
ask you how you’d like it printed – it will simply print one
copy of the document using your printer’s current
settings. (I’ll explain more about what those ‘current
settings’ are later in this article.)

If you want to take control over how your document will
be printed, you have to ignore that Print button. Instead
choose File > Print (or more quickly, in most programs,
press Ctrl+P) to display the program’s Print dialog. 

The Print dialog pictured in the following screenshot is
the one you’ll see in the vast majority of programs, and
it’s quite straightforward to use:
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If you click the Print
button you can’t

change the settings

Display the Print
dialog if settings

need to be adjusted

PCS_4_APRIL_2025_P650_10pp_mrg  31/01/2024  10:12  Page 50



P 650/3

1. In the large box at the top you click once on the
printer you want to use (although in fact this should
already be selected for you).

2. By clicking the Preferences button you can choose
from a variety of print settings, and I’ll explain these
in more detail a little later.

3. Alongside Number of copies you can choose how
many copies of the document you want to print.

4. You won’t see the Page range section in all
programs, but if you do see it you can use it to specify
which part of the document to print:

• All: as you’d expect, this prints the whole
document.

• Selection: prints only the part of the document
you’d selected; you have to select the required text
before choosing File > Print or pressing Ctrl+P for
this option to be available.

• Current Page: prints only the page in which the
cursor is currently flashing; you have to click
somewhere in the page you want to print before
choosing File > Print to use this option.

• Pages: allows you to specify the page number(s)
you want to print. This won’t be available in all
programs, but when it is you can type a list of page
numbers separated by commas (such as 1,2,5,8)
and also include hyphens to specify ranges of
pages (such as 1-4,6,8 which will print pages 1 to 4
inclusive, page 6 and page 8).

5. When you’re happy with the settings you’ve chosen,
click Print to start printing. 

You probably have only one printer connected to your PC,
so you may be puzzled to see more than one printer listed
in the large box at the top of the Print Dialog. The others
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You may be able
to choose which
pages to print

PCS_4_APRIL_2025_P650_10pp_mrg  31/01/2024  10:12  Page 51



P 650/4

are known as ‘software printers’: rather than printing
something on paper, they print it into a file to be stored
on your PC. As an example, the ‘Microsoft Print to PDF’
printer creates and saves a PDF file from whatever
document you’re working on.

If you’re printing from a
Microsoft Office program such
as Word or Excel, things look a
little different. Rather than
showing you a Print dialog like
the one above, pressing Ctrl+P
leads you to a Print panel like
the one pictured to the right.

This panel contains all the
options you find in the
standard Print dialog (plus a
few extras), but they’re laid
out differently. The most important difference is that
there’s no Preferences button: in its place is a blue link
that reads Printer Properties.

Take Control: Choose Your Printing
Preferences

Strangely, the most important part of the Print dialog is
also one of the least noticeable: it’s that button marked
Preferences (or, in Office programs, Printer Properties)
near the list of available printers. After picking the
printer you want to use from the list, you can click this
button to choose exactly how your document or picture
should be printed.

When you click this button, another window will
appear. Unfortunately, however, I can’t tell you exactly
how this window will look because it relates specifically
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to your own make and model of printer. You can
probably remember installing some software for your
printer when you bought it, and the window you’re see-
ing is part of that software: if you’d bought a different
printer (perhaps even a different model of the same
make) the window would look different. As an example,
this is the Properties window of my own Canon printer:

Although I can’t tell you precisely what you’ll see in your
own printer’s window, I can tell you about a few of the
most useful options to look for, and pass on a few tips
about using them:

Paper type or media type

This is where you tell your printer what kind of paper
you’re printing on to, with options such as ‘Plain Paper’,
‘Glossy Paper’, ‘Photo Paper’ and so on. Although it’s a
rather dull setting, it’s also a very important one: based
on your choice of paper, your printer determines how
much ink it needs to use!
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Wrong paper type
wastes money or
gives poor results
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If you ignore this setting, the result may be that your
printer uses much more ink than is necessary, wasting
your money and giving you a limp and soggy print, or it
doesn’t use enough ink and gives you a patchy and
faded-looking result.

Print quality

Here you’ll usually find a choice of three or more
‘quality’ options such as Best/High, Standard/Normal and
Draft/Low. These also determine how much of your
valuable ink will be used, so they’re well worth
checking. If you’re printing something just as a
reference copy, or to proof-read on paper, you can save
ink by choosing the lowest quality.

When printing letters to send, or other ‘final copies’ of
documents, you may be tempted to use the highest
quality setting. Rather than assuming that high quality is
necessary, why not try the standard (or even the draft)
quality? On many printers, combined with reasonably-
good paper, these lower settings will produce a perfectly
acceptable print using much less ink. It’s worth
remembering that printer ink is one of the most
expensive liquids money can buy!

Colour or greyscale

Another important option is whether to print in colour
or in black-and-white (sometimes referred to as
‘greyscale’). There are two issues to consider here, both
based on the fact that the colour ink cartridges usually
cost a good deal more than the black ink cartridge:

• If you’re printing a colour document, but only as a
test or reference copy, do you really need it to be in
colour? Printing it in black-and-white won’t look as
snazzy, but it will make your expensive colour
cartridge go further!
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The lowest print
quality is cheaper
and usually quite

readable

Avoid using
expensive colour

inks unnecessarily!
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• If you’re printing a simple black-and-white document,
such a letter containing only text, you may think it’s
fine to leave this setting at ‘Colour’ because, after all,
surely only the black cartridge will be used in a black-
and-white document? Unfortunately that’s not always
the case. Some printers create what’s known as a
‘composite black’ by combining the colours from the
colour cartridge, costing you more money and
producing something that’s more of a dark grey than
a crisp black. You should be able to avoid this by
choosing to print in black-and-white/greyscale or – if
your printer’s window gives this option – to specify
that only the black ink cartridge should be used.

Other printing preferences

Your printer probably offers many more options than
I’ve mentioned above, but those are the most
important. You’ll probably also find options to print in
either landscape (widthways) or portrait (lengthways)
mode, to fit several pages on to one sheet by scaling
them down in size, and perhaps more exotic options
that apply effects and colour adjustments when printing
photos.

It can sometimes be hard to guess what all of these
settings actually do, but you shouldn’t have to. This
window and all its options may be covered in your
printer’s manual; also, in most cases, you’ll find a Help
button in the window itself which will open a separate
help window explaining all the settings.

Why Won’t My Printer Remember My
Settings?

After you click the Preferences button and adjust the
various settings offered by your printer, you simply click
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You’ll probably find
many other options
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OK to keep your changes and then you’re ready to click
the Print button in the Print dialog to begin printing.

The new settings you’ve chosen for your printer are
stored, but only temporarily. They only apply to the
program you’re currently using, and only until you close
that program.

On page 2 of this article I mentioned that the ‘quick
print’ button on most programs’ toolbars will print one
copy of your document using your printer’s current
settings. If you’ve adjusted the settings and printed a
document, kept the program open, and you now want
to print another copy of the same document (or even a
different document you’ve created or opened), you can
click that ‘quick print’ button. The settings you chose
earlier are still being stored by the program, and they’ll
be used for this document as well.

However, if you were to close this program and then
restart it, or you started a different program, you’d find
that your carefully-chosen printer settings have been
lost. If you want to print using those same settings
again, you’ll have to choose File > Print, click Preferences
and set them up again.

To many computer users, all this seems rather puzzling.
As far as they’re concerned, they’ve changed their print
settings, those settings worked for a short time, and
then they inexplicably reverted to the printer’s original
settings.

It can also be extremely frustrating: perhaps you try to
save money by printing most documents in low-quality
mode, and keep finding that you’ve accidentally printed
something in high quality because you forgot go into
the Preferences window first? In other words, perhaps
what you’d really like to do is change your printer’s
settings in a way that makes them permanent?
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Make Your Printer Use Your Preferred
Settings Every Time

When you change your printer’s setting via the Print
dialog in a program, the new settings only apply to that
particular program and then only until you close it, as I
mentioned a little earlier. However, there is a way you
can change the settings and make them ‘stick’ so that
they’ll be used by every program.

The basic point about your printer is that it should be set
to use the options you prefer to use most of the time.
That way, you only have to bother with its Properties
window on the odd occasions that you need to use
different settings.

The rest of the time, unless you want to print more than
one copy, you can use the ‘quick print’ button on a
program’s toolbar (if the program has one), or press
Ctrl+P and head straight for the Print button, and your
document will be printed using your favourite print
settings.

Follow these steps if you want to change your printer’s
settings and keep them permanently:

1. The first step is to open the page in Control Panel
that stores details of your printers:

• In Windows 10 or 8.1, press the Win key, type the
word control and click the link to Control Panel.

• In Windows 7, open the Start menu and click
Control Panel.

2. Below the ‘Hardware and Sound’ heading, click
View devices and printers.

3. In the ‘Printers’ section of the window, find the icon
for your printer, right-click it and choose Printing
preferences.
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4. Now you’ll see the same window that’s shown when
you click the Preferences button in any program’s
Print dialog, and you can set up the options in the
way you’d like them, just as if you were about to
print something. The difference is that when you’ve
finished and you click OK in this window to close it,
the new settings will be stored permanently.

It’s best to alter only the basic settings in this window –
the type of paper, the print quality, and whether to print
in colour or black-and-white. You won’t usually want to
switch on exotic photo-printing options like colour
enhancement or borderless printing (unless you rarely
print anything other than photos on this printer), because
you’d have to remember to switch them off every time
you print a text document!

Remember that all you’ve done in these steps is to
change the default settings used by your printer, saving
you the need to set them every time you print some-
thing. If you’ve chosen the settings wisely, you’ll be able
to print most documents with a quick click of the Print
button, and you’ll only have to venture into the Prefer-
ences or Printer Properties window when you’re printing
a document that requires different settings. (Remember
too that if you don’t feel you’ve made the best choice of
default settings, you can follow the same steps again
whenever you like to make changes to them.)
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