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LOGGING IN

To use the device swipe Identification Card or enter
username and password

If you have print jobs in the queue you can release
Tap your card or enter your login details to continue. them individually by selecting the [Print release] func-

tion. Alternatively you can select [Print all] to execute

Jsemame all jobs in the queue.
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Password i ice ie: i [ .
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— . . I
or copying press the [Device func- [
tions] option. Device functions
Admin
SCANNING
Please swipe your Identification Card to use the de-
vice and then select [Device Functions]
COPYING PRINTING Place documents face up in document feeder or face
) e . down on the glass.
Please swipe your Identification Card to log in. Please swipe your Identification Card to log in. g
Select [Device functions] and then select either the : ; it For Scanning to Email
[Quick ' Copy] or [Copy] function from the Home Select [{Dr/nt all] to release all ‘pendlng print j(?bS.
Screen. Alternatively you can select [Print Release] to view

Select [Scan] button from the PaperCut screen.

and select individual jobs from the list.

‘2, Q or < Ensure your name appears as the person logged in
— .
— okt (see the “To” field).
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You have O print jobs pending Adjust Settings as required i.e. 1 Sided, B & W etc.
Place documents face up in document feeder or face
down on the glass. Press [Start Scanning]
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*Only available on Colour Devices T e s s For Scanning to Memory Device (USB)
@ Reduce / enlarge Select the [Scanner Classic] button from the Home
@ Tray Selection Screen and Insert USB into slot on left hand side of
screen.
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@ Format Options ) (_ StoreFile )
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@ Finishing Options Alternatively, 'the. garbage Can Symb.ol c'an be pressed is highlighted Store 10 Memrs Dovice
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7. If you have made all of your selections press 3. Press [Start]
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Once completed ensure you logout of the device by Once completed ensure you logout of the device by

selecting [Logout] or by

selecting [Logout] or by Once completed ensure you
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