M SECURE PRINTING ON

el VIULTIFUNCTION DEVICES

What is Secure Printing?

When printing a confidential document, users may need to delay the
release of the print job until they can access the printer themselves.

For example; the document must remain in secure hands at all times - not
to be left on the printer.

Step 1- Printing with Secured Print

1) From within the document go to, File > Print and once you can see the
print driver window, click on the

‘properties’ button on the top right hand side of the window.
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2) In the Output Method drop down list select ‘Secured Print’.

Information —— . &J

A The output method will be switched to [Secured Print].
P/ Set the user information by clicking the [Details] button.
Enter the document name, PIN, etc. when printing.

Do you want to set the user information now?

3) Click yes

www.thebmsgroup.com.au Page 1 of 2



4) A Print Secured Details window will open and this is where you create
your username and pin number. Then press OK.
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5) Click ‘OK’

6) Go to the device, press secure print, enter your PIN number and the
document will be released.




Complete!

Please contact us if you have any further questions
(Don’t forget to quote your BMS ID number,
found on the sticker on the front of your machine.)

Helping our customers better utilize technology

& build value in their businesses.

w: thebmsgroup.com.au
e: info@thebmsgroup.com.au
p: 02 4254 5444
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