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Print Center: Customize Default Print Settings 
The default print settings when you upload a file or order a custom print are: color, 1-sided, 8.5x11, and 24lb 
paper. If you notice that you prefer different print settings for most of your prints, then changing your default 
print settings will save you some time.   
 

1. Log in to the Print Center website (https://printcenter.rvu.edu) 

 
 
 

2. Click My Account on the top right corner of the screen.  

 
 
 
 
 

https://printcenter.rvu.edu/
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3. Scroll to the bottom of the account page to the section called Print Options.  

 

 
 

4. Select the Print tab.  
 

 
 

5. Here you can set your default print settings. For example, if you prefer to have most of your files 
printed in black and white and double-sided, then select the following options on the Print tab: 

• Output = B/W  
• Plex = 2-sided (Open to Left)   

 

 
 

6. If you prefer to have most of your files, 3-hole punched or stapled, then select the Binding tab and 
select your preferred binding method. In the example below, 3-hole punch was chosen as the default 
binding option.  
 
Note: This binding option will be applied automatically to every file you upload. If the 3-hole punch 
option if not compatible with the file you upload (ex: an 11x17 file), then it will be removed. You will 
also have the option to remove the binding with Preview/Change Options. If you don’t want 3-hole 
punching as a default for all of your files, simply choose None for your default Binding option.  
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Example of 3-hole Punch as the default Binding Option 

 
 

7. Select the Summary tab to see all of your default print settings.  

 
 

8. If you are satisfied with your default print settings, click the Save button located at the bottom of the 
screen.  

 
 

9. Click Rocky Vista University at the top of the screen to go back to the home page.  
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10. Now, when you upload files using Order Custom Prints, all of your files will be set to print with your 

new default print settings.  
 
In the following example, I uploaded two files. As you can see in the shopping cart picture, both files 
are set to be printed B/W, 2-sided, and 3 hole punched on 24lb 8.5x11 paper. This was accomplished 
without clicking Preview/Change Options.  
 

  
 

 
 
 
If you have additional questions, please contact the Print Center at printcenter@rvu.edu.  
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