Create cover page in Windows

To create cover page in Windows:

1.
2.
3.
4.

Login to to your workstation (desktop or laptop)

Click on Start Menu
Move your mouse over Settings and then click on Printers and Faxes
Right-click the printer in which you want to enable cover page and click on Properties.

& Shipley:s3al Properties

General !Sharing Fortz || Advanced || Secunty | Device Settings

Location: | |

Comment:

b odel; Lexmark, Optra TE1E PS

Features

Color: Mo Faper available:
Double-gsided: Mo Letter

Staple: Mo

Speed: 35 ppm

b airurn rezolution: 1200 dpi

[F'r_inting F'referenn:es...] [ Print Test Fage

[ 1]4 H Cancel ]

5. Click on the Advanced tab


https://sysdoc.ucop.edu/wiki/Create_cover_page_in_Windows?action=fullsearch&value=linkto%3A%22Create+cover+page+in+Windows%22&context=180

& Shipley:s3al Properties

() Awailable from | | | |

Friority:

Drriver: |LE:-:mark Optra TE16 PS v| [ Mew Driver... ]

(%) Spoal print documents so program finishes printing faster
() Start printing after last page iz zpooled
(%) Start printing immediately

) Prink directly to the printer

[ ]Hold mismatched documents

Frint spooled documents first

[ ]Eeep printed docunents

Enable advanced printing features

[ Frinting Defaults. .. ][ Frint Proceszzor... ][ Separator Page..

[ 0. H Cancel ]

6. Click on the Separator Page button

Separator Page

Separatar pages are used at the beqginning of each document to make it
eazy to find a document among others at the pnnter.

Separator page: | (R || INET ztemhpcl 28 i[ Browse... ]

[ OF. l[ Cancel ]

7. Type C:\WINDOWS\system32\pcl.sep and click Ok.

8. Click Ok in the Printer properties window to close it.

9. Print a test job to the printer you just modified.

10. Repeat steps 4 to 9 for all other printers you wish to modify
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