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Clear print job(s) from a Printer Queue

If you need to stop a print job before it has finished, following these steps to cancel it.

e Select ‘Devices and Printers’ under the Start button menu
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o Double-click on the printer that is printing the job(s) you want to cancel.

S <« Hardware and Sound » Devices and Printers » v

File Edit View Tools Help

Add a device Add a printer See what's printing Manage default printers ~ »

4 Devices (3)

VO

Dell BT Travel Dell USB Laser ITACAD-8916E2
Mouse Mouse

4 Printers and Faxes (6)

DEV111A-9050 on HP Officejet 6000 MAKD2150-2200 Microsoft XPS Send To
printgr-labl.lab.a E609a Series on print-offall Document Writer OneNote 2010
ds.gvsu.edu

HP Officejet 6000 E609a Series State: @ Default Status: 0 document(s) in queue

! Model: HP Officejet 6000 E609a...
E 4 Category: Printer

¢ Click on the job you want to cancel and then select ‘Cancel’ under the Document pull-down
menu.
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¢ If you want to cancel all of the print jobs listed, perform a select-all command (Ctrl a) to highlight
all of the print jobs and then select ‘Cancel’ from the Document pull-down menu.

I ':r HP Officejet 6000 E609a Serie
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Cancel

Properties

o Verify that you want to cancel all of the selected print jobs by clicking on the ‘Yes’ button.

Are you sure you want to cancel these
documents?

o The jobs have been canceled and removed from the printer queue.

= HP Officejet 6000 E609a Serie

Printer Document  View

Document Name Status Owner Pages Size Submitted

0 docurent(s) in queue

Note: When canceling print jobs on network printers, you can only cancel jobs in which you are listed
as the owner.

Note: If you need to cancel other users print jobs or print jobs from a lab/classroom printer; call the
IT Help Desk at 331-2101.



