Secure Print for all Network Copier/Printers (except the C1 Central First Floor)

From the Print dialog box, pick Printer Properties:
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From the ‘Output Method’ drop down options pick Secure Print:
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The Information dialog box gives the option of entering the document release PIN number:

The output method will be switched to [Secured Print].
Set the user information by clicking the [Details] button.
Enter the document name, PIN, etc. when printing.

Do you want to set the user information now?
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Set the PIN number to release the document at the printer, this can be any NUMBER for the current print job. If you
forget this number the job will be stuck in the printer until it expires, which we’re told is 24 hours:

User Name:
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PIN:
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Click OK to close the Printer Properties dialog box, then click the Print button.
The Confirm PIN dialog box allows you to re-set the PIN, or change the document name that displays on the printer

when you release the document:

r Document will be printed in the Secured Print mode.
= Confirm document name, user name, and PIN.

Document Name: 'Iicrosoft Word - Fax cover --l [Max. 32 characters]

User Name: Idunderwo ] [Max. 32 characters]

PIN: oeee [1to 9999999]
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Now put in your Department printer code and click OK to send the job to the printer:

ﬁ Confim Department 1D and PIN.

Department ID: |

PIN: ]




Releasing Jobs at the Printer

Login to the printer and pick Secure Print:

From the list of stored document (Jobs from all users will be listed) pick your document and press Print:

Enter the document PIN code to release the document and print:




