Windows Machines

Printing Instructions
for the
Xerox Copier

Document Center 555
Locations:
MCCO Annex
WOOD Back Hallway
HUHS Media Center



I. Selecting the Printer

A. Select Print
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Printer
Mame: ¥ High School Media Center G
Status: I_dle Find Printer. ..
Type: Xerox Document Centre 555 PS
Where: High Schoal ] Print to file
Comment:
Page range Copies
=) al Mumber of copies: 1] E
{:} Current page {:} Selection
) Pages: 1? 1? Collate
Il Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12
Print what: | Document & Cce
1 ) Pages per sheet: 1 page [
Print: All pages in range G s pag ha |
Scale to paper size: | No Scaling ,:j
I Options... QK J [ Cancel

B. Select the Printer you wish to use .
Il. Printing using Special Features

A. Click on the Properties button to the right of the printer name

B. The following screen should appear.
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| Advanced Paper/Output | image Options || Layout/Watemark |

Job Type: 2 Sided Print: -
i Output/Stapling: }
8.5x 11" Letter, White, Printer % Collated il
’i Default Type
i
Hole Punch:
Off v

[ Select Faper.. ]

Output Destination:

Saved Settings:

@ | load.. | | Save.

XEROX Help | [ Defauts | [ Defautan |

[ 0K ][ Cancel ]

C. From this screen you can choose your job type, single or double sided,
stapled or hole punched.

1. Printing double sided.

a) To print pages in portrait Dout () double sided, select 2 sided
(long edge)

2. Stapling Pages
a) Select the desired number of staples (max 2)

3. Hole Punch

a) The hole punch is either on or off.

D. Sending a Secure Print Job

1. Select Secure print under “Job Type” and enter a 4 digit password. This will
be needed to retrieve the copy job from the copier. (Use this method for sending



interim reports, tests, or other documents you don’t want students to have access
to.)

2. When you get to the copier, press the job status button and select your print
job. In order to release the print job you will have to enter the 4-digit code you
entered when you sent the job.
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| Advanced | Paper/Output l Image Options | Layout/\Watemark |

; Job Type: _ 2 Sided Print: :
Normal Print | 2 Sided Print [~]

Secure Prirt Output/Stapling:
Sample Set [ = pior, s b :
Delayed Print Al | Collated, 1 Staple [v]

’i Default Type

Q._tpl.t Destination: -
[ Select Paper... ] o '

Saved Settings:

@[ load.. | [ Save.. |

XEROX Help | [ Defauts || Defautal |

[ ok || cance |
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I_E_rrterE_n 410 Dig'r_t Secure Print Passcode:

Confirm 4-10 Digit Secure Print Passcode:

Mote:
After submitting the job, go to the printer Control Panel, select the .
job from the list, press "Release” and enter this Secure Print
Passcode to retrieve your job. (Contact System Administratar far
minimium Passcode length.)
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