Printing Options for the Copier

· 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 the Properties button in the upper right hand side of the screen as shown.
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· Under the Page Setup tab, you can specify:

Page Layout – if you want 1 –16 pages on a sheet

Scaling – if you want to scale your page

Watermark – Draft, Confidential, etc….

Print – Print, Secure Print, Store (mailbox)
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· Under the Finishing tab, you can specify:

Print Style – 1 or 2 sided printing (duplex)

Binding Location – Long Edge or Short Edge

Finishing – Collate, Group, Staple, Staple Position, Offset, Hole Punch
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· Under Paper Source tab, you can specify:

Paper Source

Paper Type

Paper Source – Auto should work for most instances

(Note:  if you hover over the different drawers in the picture you can see what size paper is in each drawer.)
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· The Quality tab, lets you select:

Manual Grayscale Adjustment

Halftone Settings

Print as Negative Image

Print as Mirror Image
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· When you have the settings selected, click OK to close out of the Properties Window.    You will return to the Print screen as shown below.
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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 selected copier you will get this error message.
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· The job will now print.  If the copier is currently being used, either by someone copying or by someone else printing.  It will just wait for its turn to print.  
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