Locked Printing Directions
****This will work for any program you are trying to print from. These directions are based on Microsoft Word. Please note setting may look differently depending on which printer you are using and what software you are trying to print from.
1. With your document open, click on file, print

2. Choose your printer

3. Click on Printer Properties

4. Click on the drop down box by Job Type and choose Locked Print
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5. Click on Details
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6. Enter in your User ID: To keep it simple please use your last name. 
7. Enter a password: Any combination of numbers will work. Please remember these numbers. 
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8. Click on OK.  

9. Click on OK .
10. Click Print.

11. Go to the copy machine.
12. Push the Printer button (on the left side under Facsimile)

13. Choose Print Jobs (this will be on the copier display)

14. Choose your job by tapping on it once

15. Choose Print

16. Enter in your password from step 7. 

17. Choose Yes
18. Your job will now print. Choose Exit

