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Ensure information privacy by utilizing a custom password to retrieve print jobs at the device.

TO PRINT A DOCUMENT TO THE SECURE PRINT QUEUE 
FROM THE PCL/UFR II/PS3 PRINTER DRIVER:
1.	 Select File 
2.	 Select Print
3.	 Ensure the Canon printer driver is selected
4.	 �Select Preferences, Properties or Printer Properties 

5.	 Turn on the desired print settings
6.	 From the Output Method drop-down list, select Secured 

Print

— An Information dialog box will appear — 
7.	 Select Yes

8.	 In the User Name field, enter your name
9.	 In the PIN field, enter a numeric password (max. 7 digits)
10.	 Select OK
11.	 Print the document

Secure Print

TO RETRIEVE A SECURE PRINT JOB:
1.	 From the Main Menu, press Secured Print
2.	 Tap to select your document
3.	 Select Secured Print (bottom right corner)

4.	 Enter your numeric PIN
5.	 Press OK

HOW TO LOG IN:
 HOLD EMPLOYEE I.D. CARD OVER CARD READER
  OR
 TAP [AD Login] - THEN ENTER CREDENTIALS

    COPY MINI-GUIDE
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TO REGISTER MEDIA IN THE PAPER DRAWERS:
1.	 Press Status Monitor/Cancel
2.	 Select the Consmbls./Others tab
3.	 Select Reg.
4.	 Select Paper Settings

MAIN MENU:
Contains links to all available functions.

Black & White Copy Features

QUICK MENU:
A customized screen with links to the most commonly used features.

To create a Quick Menu button:
1.	 Turn on the desired settings from Copy, Scan and Send, or Fax
2.	 Select the Advance Box Button [      ]
3.	 Select Register to Quick Menu
4.	 Confirm the settings, then press Next
5.	 Turn the “Display Confirmation Screen when Recalling” OFF, 

then press Next
6.	 Select the desired Quick Menu Button location, then press Next
7.	 Name the button and add a comment (if desired)
8.	 Press OK

5.    Tap to select the drawer to register
6.    Press Set
7.    Select the correct media type
8.    Press OK

SELECT PAPER:
1.	 Press Select Paper
2.	 Choose the desired paper drawer
3.	 Press OK

STAPLE:
Staple is an optional feature
1.	 Press Finishing
2.	 Select Staple, then press Next
3.	 Select the Staple Position
4.	 Press OK

COPY RATIO:
Reduce/Enlarge 
1.	 Press Copy Ratio
2.	 �Select a preset button or use the key pad 

to manually input a desired percentage
3.	 Press OK

MULTI-PURPOSE TRAY:
Use for specialty media
1.	 Insert paper in the MP Tray
2.	 Select the Paper Size, then press Next
3.	 Select the Paper Type
4.	 Press OK

DENSITY:
Lighten or darken text and images
1.	 Press Density
2.	 �Select Lighter or Darker to adjust  

the density of text and images
3.	 Press OK

2-SIDED:
1.	 Press 2-Sided

•  1-2 Sided - 1-sided originals, produced 2-sided
•  2-2 Sided - 2-sided originals, produced 2-sided
•  2-1 Sided - 2-sided originals, produced 1-sided
•  �Book-2 Sided - copy facing pages in a book 

onto a 2-sided sheet
2.	 Press OK

FINISHING
Collate & Group
1.	 Press Finishing
2.	 Choose:

•  Collate - keep in page order (ABC, ABC)
•  Group - output by same page (AAA, BBB)

3.	 Press OK 

BACKGROUND DENSITY:
Remove background color
1.	 Press Density
2.	 Select Adjust
3.	 �Use the - (minus) button to remove   

background color
4.	 Press OK

TO VIEW THE JOB LOG:
1.	 Press Status Monitor/Cancel
2.	 Select the desired function
3.	 Select Log

•	 “OK” or “- -“ indicates the job has completed
•	 “NG” indicates an error has occurred


