Follow these steps for secure prints from your computer:

1. When printing afile asin this example from MS Word, you would select “File”
then “Print” and be presented with a print driver dialog box like this:

Printer
Marne: ! gj"‘ Rerox WorkCentre Pro C3545 P3 b | | Properties
Status: s Find Printer...
Type: Xerox WorkCentre Pro C3545 PS
Where: IP_10.10.126.89 [T print ko file
Comment; [ Manual duplex
Page range Copies
& al Mumber of copies; 1 x|
C) Current page
() Pages! | Collate
Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12
Print what: |Dncument w | 2001y

: Pages per sheet: 1 page |
Print: i.ﬂll pages in range w | el | pag |

Scale bo paper size: |No Scaling w i

Options. .. [ (0.4 ] ’_ Cancel ]

2. Select “Properties’.

%" Xerox WorkCentre Pro €3545 PS Document Properties

| .&dvanced-j Paper/Qutput Ilmage Ophions La_l,louta’\f'\-"atelmark?

2 Sided Print:

g 1 Sided Print v
Paper Summary: Finishing Summary:
Size: Letter (855 11" 2 Collated
’i Color: Yhite 2
¢ | Tupe: Printer Default Type [Load the
zelected paper in any paper tray)
[ Select Paper hd l [ Select Finishing - ]

Output Color:
| Black and White v |

Output Destination:
I Auto v |

Saved Settings:

@ [ lead. J[  sawe. |

XEROX [ Status ] [ Help ] [ Defaults J [ Default 41 ]

I Ok ][ Cancel ]

3. Click on*“Job Type’ and select “ Secure Print”.



%" Xerox WorkCenire Pro C3545 PS Document Properties

_ Advancecij Paper/Output ilmage Options | LawoutAw atermark |

JobType: 2 Sided Print:

@ L2ecure Crint ¥ E“ 1 Sided Print v/
Paper Summary: . f_i_r_liilling Summ_aly:
Size: Letter [85 = 11"] @ !Eollated
Ii Calar: white
¥ | Type: Printer Default Type Load the
selected paper in any paper tray] |
[ Select Paper - | [ Select Finishing v |

[Blck sndwhi vl

_I;IEtpul Destination:

Saved Setlings:

@ [ load. [ Gave. |

) XE ROX [ Status ] [ Help ] [ Defaults ] [ Default Al ]

[ Ok H Cancel ]

4. Noticethat the " Setup” button that was previously greyed out is now enabled.
Click on the button. The Secure Print Setup dialog box will appear.

Secure Print Setup

Hint:

After submitting the job, go ta the printer Caontral Panel, select the
job from the list, prezs "Release” and enter thiz Secure Print
Paszoode to retiieve your job. [Contact Spstem Administrator for
rinimium Pazzcode length.)

[ oK, || Cancel ||  Hep |

5. Follow the instructions and enter a numerical passcode, then reenter the passcode
in the confirm box. Click on“OK”. Proceed to customize your printing job, i.e.
one or two-sided, stapled, color of paper and then print thejob. All that’sleft to
do, isto then proceed to the copier, press the “ Job Status’ button, find your your
job inthe “Held: Secure Print job queue. Pressthe “Release’” button, enter the
passcode that you sent the job with and the job will then print. That’sit!



