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TECH TIP

Log in to Device Webpage by typing the Printers
IP address into your browser.

Login as an administrator. (PW: admin)

Select User Control in the menu on the left

Select User List in the submenu

Select Add

Enter a User Name

Enter a User’s Group (Index) (Default is User 1)
Select Change My Folder at the bottom of the screen
Select Create Folder

Enter the new Folder Name

Enter a Password

Select Submit




TECH TIP
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= | B |
[ » Control Panel » Hardware and Sound b Devices and Printers » v|4,H Search Devices and Printers 2|

Addadevice  Addaprinter  Seewhatsprinting  Manage default printers  Print server properties  Remove device O @

. Devices @ Select the Start Button on your computer

!

| |
e & Navigate to Devices and Printers

Dell KM632  SALESLAPTOPO1 V193 (Analog)
Wireless 1
Keyboerd and

Mouse

4 Printers and Faxes (17) Select the Target Printer and Right Click

/1’!/ 7

I~
I~
~

| [
E - Wy Choose Printing Preferences
FDX\:REEdEY PDF Mi;m;uf’( XPS Samsung Send print data ;End To V;SHARP ;SHARP
Printer Document Writer SCX-81238128 to SHARP Pen OneNote 2013 MX-2640N PCLE MX-3501N PCLE
Series. Software

~d

¢

/

SHARP, RP  SHARP SHARP SHARP SHARP Sharpdesk
MX-4111N See what's printing PCL6  MX-S00LNPCL6  MX-5001NPS  MX-5141NPCLE  MX-MT53N PCLE Composer

Set as default printer

Printing preferences)

Create shortcut

Troubleshoot
Remove device
I: SHARP MX-4111N PCLG
: Printer

Stus: 0 document(s) in queue

/ Properties

| Main [ Paper [ Advanced | Special Modef_Job Handiing |y | Color |

e St SEr— Select the Job Handling Tab

Retertion User Authertication
Retention Settings [T Login Mams

e Check the Retention box and select Hold Only

(©) Hold After Print
(@) Sample Print

o Pemanerd Choose Custom Folder under Document Filing Settings

[7] User Number
[T Create POF for PC Browsing

Documen Fing Setings Bt Select the Stored To button

(@) Quick File

e -
® Castom Folder [ dob Name
= e Choose the Custom Folder that you created

Part and Send.. (&9 Noty Job End

[2] Auto Job Control Review

Enter the Password that you created and select OK

ok [mea | [ |

Select Apply and OK

e At the Printer Panel, you will now select the HDD File
F:'d:wt’:” _ Retrieve button and your Custom Folder. You will be

prompted to enter your Folder Password. Once entered,
you will be able to select your file and release for
printing.




