Secure Print Instructions

How to set up for the first time

If you have never used secure print before, when you print a document you
will be asked to create a 4 digit passcode. You will need to input this code to
retrieve your printing.

To retrieve your printing from the printer, please click on the middle icon.
It will open the secure print jobs window where you select your name and
enter your passcode.

Once you have entered your passcode, it will show all the documents held in
your secure print account and you can print all of them or individually select.

Once you have retrieved your printing, please ensure you double tap the AC
button twice to log out of your secure printing account.




Secure Print — How to reset your passcode

@ Print
Copies: 1 :
Print
Printer ©

Printing Oplions |Image Options | Document Options | Advanced|

, ; THE_RM 1-8_C on accvbsptrs01

" Ready doh Type
Printer Properties [Secure Prnt.. - |
Settings Paper

Print All Pages
Print the entire document

FTray 3
A4 (210 x 297 mm) -

E% 2-Sided Printing
2-Sided Print A

D Finishing

Pages: 0]

Ij/g Print on Both Sides

Flip pages on long edge No Stapiing
Collated -
EE S
SIS ] A3 R P
% No Staples - Print Quality
Standard -
\3 Portrait Orientation - Output Destination
— Automatic -
Ad .
ZLemx 297 cm Saved Settings: f;'\\ Status:
H_H Normal Margins . [Driver Defaults = S [CLEroE =S
Left: 254 cm Right 254 cm
?
D 1 Page Per Sheet -

Page Setup

If you need to reset your passcode, please click on printer properties which will
open up the above menu and click on the | and enter a new passcode.



