
How to Login.

Printer Instructions

1. Login with your existing staff card

• Use your existing staff or student card at the printers card reader.

• If your card isn’t registered, hold it against the reader to register it.

Enter your network username and password to link your card to your 
account.

2. Login with Network Credentials

• Press Username on the touch-screen and enter your computer username. 
Press Password on the touch-screen and enter your computer password.

• Press OK.

How to Print.

1. Send a document to the printer below:

• Secure-Print

NB – Print jobs are defaulted to black and white double sided

2. Login at the printer.

3. Press Held Print Jobs

• Select a single document then press Print or Cancel Job

• Select Print All to release all held print jobs

How to Copy.

1. Login at the printer and press Device Functions.

2. Place the document in the feeder or on the glass.

3. Choose copy options required and select the number of

copies with the keypad.

4. Press the Green Start Button to start copying.

How to Scan

1. Login at the printer and press Scan.

2. Place a single paged document on the flatbed or multi paged

document on the document feeder.

3. Select the scan destination

4. Adjust scan settings by selecting Settings.

5. Press Start button to scan.
• The first page will scan, press Send when scan job is complete or Scan

More for multiple pages The scan should now be in your email inbox

PLEASE LOG OUT OF THE PRINTER WHEN YOU HAVE FINISHED!


