Secure 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 with your own unique password.

· With the document open that you want to print, click the Office Button – Print from the menu bar.
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· Once the Print box appears, select the copier you want to print to in the Name drop down menu.  In this case:  Color Copier – Accounting  (Note:  you can only print to copiers where your 4 digit code is available)
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· After the copier is selected, click on the Properties button.
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· Once the Properties window is open, click on the print drop down menu and select Secured Print.
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· After selecting Secured Print you will receive the following message.  Click OK
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· Now that the Secured Print is selected, then click OK.
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· When the Print menu returns you will be ready to print.  Click on OK to send the print job.
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· The Confirm Password box will appear.  In the Password area input a password of numbers.  Put in any combination of numbers.  You will need to remember it so that you can enter it in at the copier to release the print job.  This is necessary so that no one else can print your job.  Then click OK.
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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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· Once the print job is sent, you are ready to go to the copier to release the print job.  At the copier you should see the screen below.  Click on System Monitor in the lower right hand side of the screen.
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· The following screen will appear.  Click on the Print icon on the top center of the page.
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· Under the Print menu you will see a list of secured print jobs.  Touch the job on the screen that is yours and then click the Secured Print icon in the lower right hand side.  (Note:  If there is more than one job listed, touch the job on the screen that you think is yours and click Details.  It will display who sent the job.)
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· When the Enter the Password box appears, use the numeric pad on the copier, and enter the password you assigned to the job.  This is not asking for the 4 digit billing code.  Once you have your password entered, click OK.  Your print job should start printing.
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· After that job starts to print you should come back to the following screen.  Click Done.  
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