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To send a secure print job to the Xerox — from any document (Word, Adobe, Excel etc)

Go to File > Print
Select the Xerox Printer

Select Properties

Print

N

Printer: ’\\ESSEXPRINT02.corp.townofessa.on.ca\l:_}Proper‘ties ” Advanced ]

Copies: |1

Pages to Print
@ All

Current page

1

Pages

» More Options

Page Sizing & Handling (i)

Comments & Forms

’Document

Summarize Comments

8.5x11 Inches

l .Size ] l H]D Poster l l Multiple

l [5] Booklet l

Size Options:

@ Fit

() Actual size

() Shrink oversized pages

[7] Choose paper source by PDF page size

Print on both sides of paper

@ Flip on long edge () Flip on short edge

Orientation:

(0) Auto portrait/landscape

@ Portrait

() Landscape

®

Want to print colors as gray & black?

Page Setup...
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The drop down in the Job Type window > Select Secure Print

Paper/Output | Special Pages | Color Options | Layout/Watermark | Advanced

Q Job Type: = g

2-Sided Print

Il

MNormal Print

7 2-Sided Printing:

Nomnal Prirt =]

C1[ ]
Sample Set
Delay Prirt...

Saved Job...

;

Fax...

~—' Standard

Output Destination:

Automatically Select

Saved Settings:

R
1=

|Dri\rer Defautts

| (410 Digits)

& Confirm Passcode:

| {210 Digtts)

Note: After submitting the job. go to the printer
Control Panel. select the job from the list. enter
this passcode on the control panel of the
printer to print the secure print job. Click the
Help button in this dialog box for more
information. {Contact System Administrator for
minimum Passcode length_)

At the copier > You will be prompted to enter the Passcode to print the job.
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