Copier/Printer Instructions
Finding your Copier/Printer
If you don't see the printer that you wish in your printer list:

· Click Start; select Settings.

· Select Printers and Faxes.

· Click the Add a printer link.
· Click Next.

· Make sure the button is selected next to A Network printer... then click Next.

· Click the middle radio button.  In the Name: field, key two backslashes, the server name for your campus, and then one more backslash.  
For Reed Road it would be:  //rrcprint/
For Harmony Road it would be:  //hrcprint/
For Square Barn Road it would be:  //sbrprint/
· As soon as you key in the last backslash, a list of printers will appear for your campus.  Use the drop-down arrow to select the printer of your choice then click Next.

· If you want to use this as your default printer, click yes.  If not, click no then click Next and Finish.

Changing Your Default Copier/Printer
· Click Start; select Settings.

· Select Printers and Faxes
· Right-click on the printer that you wish to make your default printer.

· Select Set as default printer.
How can I use the copier?
You can use the copier in 1 of 2 ways:
1.  You can WALK up to ANY copier and copy using your Employee ID for both the User ID and Password fields.  

2. You can print from your computer to the Confidential Mailbox on the Copier(s) you selected.  
When printing from Microsoft Office (if printing from Google Chrome or Internet Explorer see the next section)

How can I print to my confidential mailbox?
1. Click Print.

2. Select the Copier you would like to print to and then click Printer Properties.

3. A Page Setup box will appear.

4. Click the down are in the Output Method box
5. Select Store

6.  You will see the following dialog box:
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7. You will now see an additional button to the right.  If you hove over it you will see Store Destination.  Click this button.
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UnderData Name, you can specify how you
wouldlike the document's name to display
on the copier. Ifyou diick Enter Name you
can give ita new name or if youwould like
toleave the documentname as s, you can
selectUse File Name.

selectyour assigned Mail Box/Inbox





8. Click OK.
9. On the Page Setup tab, you can also select the following:

· Paper Size

· Number of Copies

· Orientation

· Advanced Features (Page Layout/Number of Images, Scaling, Watermarks, Etc.)

10. On the Finishing Setup tab, you can select the following:

· 1 or 2 sided printing

· Collate

· Grouping

· Hole Punch

· Stapling, etc.

11. Afte ryou make your selections in each tab, (Page Setup and Finishing) click OK.

12. Click Apply and then Print.

Printing from Google Chrome or IE
	Google Chrome
	Click Print. Click the link Print Using System Dialog…Ctrl+Shift+P (located at the bottom left). Select the Copier you would like to print to and click Preferences. 

	Internet Explorer
	Click Print. Select the Copier you would like to print to and then click Preferences.


What do I do to print from my Confidential Mailbox at the copier?
To Release Your Print Job at the Copier:

1. Input your copier credentials:  Dept. ID & Password

Quick Print Instructions:

	Canon 6570’s and C3380:


	Canon 4045’s, 6065’s and 7095:



	· Select Mail Box (at the top of the screen)
· Use the up & down arrows to find your Inbox no.
· Press your Inbox no.
· Enter your numeric password- Press OK.
· Use the up & down arrows to find the document(s) to print.
· Press the document(s) name(s).
· Press Print

· Press Start Print


	· Press the Main Menu button. 
· Press the Access Stored Files icon (If it is not displayed press Show All). 
· Select Mail Box.

· Use the up & down arrows to find your Inbox no.
· Press your Inbox no.
· Enter your numeric password- Press OK.
· Use the up & down arrows to find the document(s) to print.
· Press the document(s) name(s).
· Press Print

· Press Start Print




Advanced Functions

Under each menu there are additional functions you can utilize…

Print

Change print settings at copier

Erase the document after you print it

Print a sample print to make sure it is correct

Send

Email this document to any email address or fax to a fax machine

Move/Duplicate

Share this document with other Mail Boxes/Inboxes

Edit Menu

View the document before you print it

Erase specific pages

Details

Document specifications (page count, dpi, etc.)

Change document name

Insert/Merge documents

Clear Selection

Deselect the current document

Erase

Remove/Delete the document from your print list

Note:  Print Jobs will be automatically deleted after 3 days[image: image4.png]
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