10 Easy Steps for Printing to the Jefferson Copy Machines


1. Go to Start > All Programs > Utilities > APS Printer Installer
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2. Select Jefferson and your desired copy machine.  We have two copy machines to choose from:  Main Office Copier and Library Copier.

[image: image2.png]5 APS Printer Installer2

Location

Available Printers

Printers Selected for Install

Wakefield
[ Washingion Lee:

Kermore - st Foor - A
[Kenmore - st Foor - B
[Kermore - st Foor -C
 Kenmore - st Foor - Color
[Kenmore - st Foor - D
[Kenmore - st Foor - Lab 190
[Kenmore - 1st Foor - Workroom Copier
[Kenmore - st Foor Mobie Lab
[Kenmore - 2nd Floor - A

[rr—
kenmors - 3rd Floor Workroom Copisr

Mode1s
[R2con pro s100s BcL &

Install Printers

Quit





3. Select Install Printers and wait patiently for the window to go away.  Do not keep pressing the button.

4. Go to Start > Devices and Printers, then right click on the copy machine icon, and select Printing preferences.  I would also recommend that you set your closest copy machine as your default printer.
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5. This step is important so as not to interrupt people using the copy machine as well as to keep your print jobs confidential until you are ready to actually print them.  Go to Job Type and select Locked Print.
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6. Finally, select the Details button and type in a username and password.  I suggest the first initial of your first name followed by the first 7 characters of your last name as your username.  I strongly recommend using your APS employee ID # as your password. You then click OK and Apply on the next dialogue box.  You only have to set this up once.
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Note:  Access to general printing to the copy machines is new for this year.  We are moving in this direction because replacing toner in the printers is very expensive while replacing toner in the copy machines is included as part of the year contract.  After you have decided that you really need to print a document, do the following three steps:
7. Go to File, Print and make sure your desired copy machine is selected as the printer.  Then you will need to walk to the copy machine.  Your job will be waiting in the queue of the copier but will not be printed until you request it.
8. While at the copy machine, press the Printer button and then the Print Jobs tab.
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9. You will now see the usernames of staff members who have jobs stored in the print queue.  When you select your name you will see the print jobs listed which can be previewed and/or printed.
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10. When prompted, type in your password (Employee ID #) and then desired number of copies.  If you prefer, you can go to Detailed Settings and you can choose print features like you normally would when making copies.
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