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DEFAULTING PRINT DRIVER TO BLACK & WHITE
*Note: this must be done at every individual computer if not using a print server*

1. Open the print driver:  
 • Access Settings on your Computer 
 • Select Devices
 • On the left side menu select Printers
 • Select the device you wish to default to B/W
 • Select Manage
 • Select Printer Preferences
 
*Older versions of Windows will di�er in steps; Devices and Printers, right click the device you wish
 to default, select Printer Preferences.*  
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2. In the Frequently Used Settings Tab change Color to Black and White

3. Select the Apply Button (If you do not select this button it will not save this reference as a default)  


