Instructions for printing labels  and address pages on the IKON printer in the Computer Center

If you haven’t already installed the printer on your PC, you must first do that before trying to print your labels.


Navigation for installing printers called IKON\hold and IKON\print

· Click on start button -> Printers and Faxes

· Click on “Add a Printer” to start the Add Printer Wizard

· Click NEXT to continue

· Select A network printer

· Select on Connect to this printer (or browse for a printer) and click next

· Scroll the list looking for IKON

· Click on IKON

· Select hold or print from the list, depending on which printer you are installing

· Select NO and do not select this printer as your default printer

· Click next

· Click finish

· DONE

Instructions for printing labels on the IKON printer in the Computer Center

After you complete your mail merge process and have the Word Document ready to print your labels, do the following:

· Navigation: File ( Print 

· From the Print window, select printer name \\ikon\hold
· Click on the Properties button

· Click on Paper Source
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· Make sure Page size is Letter

· Paper Source should be Tray 2

· Using the vertical scroll bar, scroll to Owner Information and click
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· In the Notes field, enter who requested the labels.  This space is limited, so be creative.

· In the Instructions field, always enter “Load labels in Tray 2”.  This instructs the operators to place the label form in the proper tray for printing.

· Click OK at the bottom of this page

In your document window, i.e. Microsoft Word Document, click on File ( Page Setup
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Under Paper Source, select tray 2 under First page: and select tray 2 under

Other pages: and click ok.  

Next Click on File ( Print(
[image: image4.png]Printer

Name:  [SBronthod Eropertes

Status: Ide
Type: Fiery S30050CK V1.1

heret  hold I~ Print to e
Comment:

Page range Copies
“a Humber of coies

 Current page o
" Pages ﬁ ﬁ ¥ Collate.

Enter page numbers andjor page ranges | |
separated by commas. For cxanple, 1,3,5-12

Zoom

print what: ~[Document Pages per sheet: [ page

Print: [Al pages mrange Scale to paper size: [fo Scaing

Cancel

options. ok





Click the OK button in the PRINT window to send labels to the IKON\hold printer.

Labels will be sent to the printer for processing.

Instructions for printing address pages on the IKON printer in the Computer Center

After you complete your mail merge process and have the Word Document ready to print your address pages, do the following:

· Navigation: File ( Print 

· From the Print window, select printer name \\ikon\print
· Click on OK button to send output to the printer
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