Initial Locked Print Configuration

Click ‘Start’ button

Receiver

%J) Remote Desktop Connection 3
-
F GroupWise

-

= Adobe Acrabat X1 Standard »

Documents

Computer

|XE Microsoft Office Excel 2007 »

H

P | Panel

|3’ Microsoft Office PowerPoint 2007
s and Printers

—
125 Microsoft Office word 2007 ’

@ Internet Explorer 3
u% join.me

% Snipping Tool

il Command Prompt

d‘j MNotepad 3

» Al Programs

[[Search programs and files 2]

Click ‘Devices and Printers’

== =]
. A 3 = |
{_J{_) [ » ControlPancl » Hardwere and Sound + Devices and Printers ~ [ 43 ] [ Search Devices and Printers o
File Edit View Tools Help
Add a device Add a printer See what's printing = Manage default printers Print server properties ~ » = - @
Windows can display enhanced device icons and information from the Internet. Click to change... x

4 Devices (3)

HP E201 HP E201 HP Elite USE HP USE Optical PEL10803
Keyboard Mouse

4 Printers and Faxes (4)

Adobe PDF BURNS-ITSS-F1-P BURNS-ITS5-F1-P ITS5-WP-Test on

RJ-LJ RJ-LJ235 on GOVFS001
GOVQCPSPO1
BURNS-ITSS-F1-PRJ-LJ State: @ Default Status: 0 documentis) in queue

! Model: RICOH MP C4503 PCL6
: Category: Printer

Right click on the printer that you would like to set up Locked Print for. Select ‘Printing Preferences’.




E@ BURMS-ITS5-F1-PRJ-LJ Printing Preferences

One Click Presets | Detailed Settings I Conﬁguraﬁonﬂ\bout|
One Click Preset List: ‘ [ Manage freseti st
Current Setting "
- . F
e
Basic Setting 2on1l 1 sided 3
1=2.
Black and White (2 sided 2on 1 (2 sided) Black and White (2 sided) Map Settings il
Document Size:
Letter (3.5 x 117 Job Type:
Print On: @[Normal Print v] [= [ Details... ]
Same as Original Size
Document Size: Input Tray:
[Letner (8.5 x 117 - ] @[Aum Tray Select - ]
Orientation: Paper Type:
( Settings Summary L Partrait v] [Plain &Recyded v]
Color/ Black and White: Copies:{1 to 993)
@ Register Current Settings... [.’o Black and White V] 1 -

Select the ‘Job Type’ drop down list, and select ‘Locked Print.’
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Once ‘Locked Print’ is selected, click the ‘Details’ button located to the right of the drop down list.
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Enter the User ID you want associated with ‘Locked Print’, and the 4 digit release code. Click ‘OK’.
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For the final step, click on the ‘Black and White (2 sided)’ preset, and click the ‘Apply’ button. Now your
credentials will be saved. To send a locked print job from any local program, simply select ‘Locked Print’
in the ‘Job Type’ drop down list.



