THEORY OF THE PRINTER SPOOLER (PRINT QUE):

Print jobs are sent to the printer as spooled files. This means that the files are put in a temporary location so that the printer can access a print queue and print jobs at its own speed.
I. SIMPLY CANCELLING THE PRINT JOB(S)
Method A: Press the cancel button or use the cancel menu command on the printer

The most obvious way to cancel a print job is to find a cancel button or a cancel menu command on the printer and to press it. So, if you have not already done this, try this method first.

Method B: Turn the printer off and on

Next, try turning the printer off and then on.  With certain printer models, this cancels the print job.

Method C: Use Control Panel to cancel printing

This method is a bit fancier . We will use Control Panel to try to cancel printing.

But what exactly are you trying to do? Are you trying to cancel printing only a single document, or are there other print jobs that you want to cancel ? And are all the print job yours, or are there print jobs that other people have sent to the printer? If you have to cancel documents that other people have sent to the printer, you must have Computer Administrator status

or you must have permission to cancel the print jobs . If you are using your own printer, you most likely have Computer Administrator status . If you are printing to a shared printer, you might have to ask the system administrator to cancel the print job for you.

To cancel one or more print jobs, follow these steps.

1a. Click Start, and then click Run.  The “Run” dialog box will open

2a. In the Open box, type control printers, and then click OK.

OR

1b. Click Start, and then Control Panel.

2b. Scroll down to Printers and Faxes (for XP) or the equivalent for VISTA or Windows 7.

3. Right-click the icon for your printer, and then click Open.

To cancel individual print jobs, right-click the print job that you want to cancel, and then click Cancel .

To cancel all print jobs, click Cancel All Documents on the Printer menu.

Note If you cancel a print job that you did want to print, make sure that you send the print job to the printer again.

II.
CLEARING THE PRINT SPOOLER (PRINT QUE)

Sometimes the job(s) in the print spooler can’t be cancelled by the previous methods.  At this point, it is necessary to stop the print spooler, delete all spooled files, and restart the print spooler.

Method A.  

1. Click Start

2. For XP: Click Run.  The “Run” dialog box will open. In the “Open” box, type    services.msc and press Enter,

    For VISTA or Windows 7:. Type into the search field: services.msc.

[An alternative approach is to:

1. Click Start, click on Control Panel, double-click Administrative Tools, and then double-click Computer Management.

2. Click on Services and Applications and then on Services under it.]

3. A new window titled Services will open. This window lists all the services that are running on the computer. From here, services can be stopped, restarted or disabled from restarting.

4. Browse through the list of services and identify all services that name or describe themselves as Print Spooler. If you have a third party printer such as a Lexmark printer, there may be two Print Spooler services. There will be one for Lexmark that may have a filename like or similar to LexBce Server and there will be the generic Windows print spooler service.

5. Click on Print Spooler service and select Stop from the menu that appears in the corner.

6. Leave the Services window open but minimize it to the taskbar. Now return to the Desktop and double-click My Computer. Navigate to C:\Windows\System32\spool\PRINTERS

7. Delete the entire contents of the PRINTERS folder but do not delete the folder itself. Deleting all files within this folder is equal to clearing the print queue. After deleting the files, close this window and return to the Services window.

8. Find the Print Spool service again. Click it and select Start from the menu that appears.

If clearing the printer spooler doesn’t work, the next steps to try are 1) updating the printer software, and 2) updating the printer driver.
