Mail Box Printing to the Copier

This option is used when you need to print a job that you don’t want to print until you come over and release it without a unique password.

· With the document open that you want to print, click File – Print from the menu bar.
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· Once the Print box is on the screen, in the Name drop down menu select the copier you want to print to.  In this case:  Copier – Accounting  (Note:  you can only print to copiers were your four-digit code is available)
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· After the copier is selected, click on Properties.
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· When the Properties window is open click on the print drop down menu and select Store.
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· Once you select Store you will receive the following message.  Click YES.
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· The Store Destination box will appear.  This box will allow you to specify which mailbox you can get your print job from and what name the job will display at the copier.  Under Data Name you can choose to give your print job a name by selecting Enter Name and typing the new name in the Name field, or you can choose to use the name of the file by selecting Use File Name.  You can then click on the Box Number you want to have your job go to in the Mail Box list.  Then click OK
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· Click OK.

[image: image7.png]&% Copier - Accounting on ndeps1 Properties

Page Setp | Fnsing | Paper Surce | Qusiy |

potie [ vomisens =] (5 |
07 5 o [P |

\\\\Y\\\

B o

Copies:

Orientaf

Size: Match Page Size <

7= 10 2000)

Jion: [a) & Pomat

[A] € Landscape

b

/,Z o .
™ M Seaing [F09=1 25 0 400
Letter [Scaling:Auto]
™ watemark: CONFIDENTIAL [~
Yiew Settings EditWatemrk.
Custon Pape Size. || Page Dptions Restore Defauls

T ] com |t |





· Click on OK to print.
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· In the ID area, input your last four-digits of your six-digit code.  This will be just like if you are at the copier to make a copy.  Leave the Password area blank.  Then click OK.
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If you input an invalid code for the copier or your code isn’t 

programmed in to the copier you will get this error message.
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· Now you are ready to go to the printer to release the print job.  Once you are at the copier you should see this screen.  
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· Above this screen there are 3 buttons: COPY, MAIL BOX, and SCAN.  Press on the MAIL BOX button.  The light above the mail box button should light up green.
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· Now enter your four-digit code for the copier as if you were going to copy. Don’t forget to push the ID button on the keypad once your code is entered.
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· The following screen will be displayed.  Select the Mailbox number that you assigned to your print job.  For example 00.

[image: image14.jpg]COPRY MAIL BOX SCAN

System Monitor





· Using the touch screen, select the name of your document from the list.  The document should be highlighted.  Then press on the Print button in the lower left hand side of the screen.
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· This menu gives you 3 options, which can be used by themselves, or in combination with each other.
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1. Print & Erase – print your document and erase the file when it has finished printing. If you don’t select this option you will have to delete the job manually when you are finished printing.  See instruction below for Deleting Print Job Manually.
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2. Sample Print  - print one copy of the document to make sure it is OK before printing multiple copies. 

3. Change Print Settings – this allows you to change the print setting you sent with the job.  For example: duplex, staple, and etc…

When you are finished selecting your options, press the Start Print button. 
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· Deleting Print Job Manually 
1. Make sure that the job is highlighted.  Then select the Erase button.
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2. The following screen will appear.  If you want to erase the job you selected, press the Yes button on the display. 
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3. The print job will no longer be displayed in the list, press the Done button.  Then press the ID button on the copier keypad.
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· You should be brought back to the log in display.  Make sure to reselect the COPY button above the display, so that the next person that needs to copy is ready to go.  Once the copy button is selected the green indicator light should be on over the COPY button.
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