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Email: SUPPORT@ENGG.KSU.EDU

Instructions to set the Copier User Code

Click Start and Select Devices and Printers
NOTE: Use left mouse click unless otherwise stated.

Aspen Plus V8.0

Documents
Pictures

Music

% Snipping Tool
§ah Audacity
Control Panel

& Dell Audio
--
=

j’ Welcome Center

Computer

Default Programs

!‘ displayswitch
¢ Help and Support

Sticky Notes

% Remote Desktop Connection

»  AllPrograms

l Search programs and files

Add a device Add a printer = v 0

NN

CECS0480 DELL’PZ’B’UH DELL P2311H Dell QuietKey Optical USB

4 Printers and Faxes (7) W”

/CECS Office Dean Office Dell 2330dn Laser Fax Microsoft XPS PDFCreator Send To
B&W Color Copier Printer PS3 Document Writer OneNote 2013

4 Devices (5)

4 12 items
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Click on Printer Properties.

a %

@ » Control Panel » Hardware and Sound » Devices and Printers »

- Search Devices and Printers
Addadevice  Addaprinter  Seewhat'sprinting  Print server properties  Remove device

4 Devices (5)

BE N

CECSD480 DELLP231IH  DELLP23LIH

Dell QuietKey Optical USB
Keyboard Mouse
4 Printers and Faxes (7)

CECS Office DeanOffi  See what's printing i Send To
B&W Color Co S 4 Click OneNote 2013
Create shortcut
Troubleshoot

Remove device

Properties

Dean Office Color Copier ~ Model: Gestetner MP C4503 PCL 6
Category: Printer
Status: 0 document(s) in queue

Click on the Advanced tab.

g Dean Office Color Copier
Location: I
Comment:
Model: Gestetner MP C4503 PCL6
Features
Color: Yes Paper available:
Double-sided: Yes Letter (8.5" x11") -
Staple: Yes 117517
Letter (8.5" x11")
Speed: 60 ppm

Letter (85" x11")
Maximum resolution: 1200 dpi

Preferences... ] [ Print Test Page ]

oK Cancel. | [ ooy | [ Heb |
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In the Advanced tab click on Printing Defaults...

[iBenerl | Shaiog | s, ] Advenced | Golocht | Secuy | Acoessones | Advanced Optons|
@ Always available I
(@) Available from 1200 AM &= T AN

Priority:

Driver: Gestetner MP C4503 PCL6 <[ NewDriver... |

@ Spool print documents so program finishes printing faster
() Start printing after last page is spooled
@ Start printing immediately

() Print directly to the printer

Hold mismatched documents
Print spooled documents first
Keep printed documents click
Enable advanced printing fpéfures

I Printing Defaults... [[ Print Processor... H Separator Page... ]

OK Cancel !*fapol‘; ! Help ‘

==

[OPTIONAL] To set the copier to print in Black and White, in the Printing Default Window One Click
Presets tab, click on Color and Select Black and White.

Basic Setting 20n 1 (2 sided) Biack and White (2 sided)

Document Size:

Letter (8.5" x 117
Print On:

Same as Original Size

Job Type:
@ normal Print v > [ Detaisa

Document Size: Input Tray:

[Letter 8.5 x 11) - O{Am‘rraysde:t

Or Paper Type:

[£] Portrait - Plain 8 Recycled

Color/ Biack and White: Copies:(1 to 999)
E 1
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In the Printing Defaults Window Click on the Detailed Settings tab

One Click Presets @ Detailed Settings onﬁgur tiof

) One Click Preset List: 2| vensgepresetlist. |
Current Setting
1-2 |
Basic Setting 2on1 1 sided
L=k
Basic Setting 20n 1(2sided) Black and White (2 sided)
Document Size: X
Letter (8.5"x 117 Job Type:
Print On: @ Normal Print vJ e [ Detls.. ]
Same as Original Size
Document Size: Input Tray:
[Letter (8.5 x 119 v @ |autoTray select - |
Orientation: Paper Type:
SELiogs Supmany, (E] portrait v]  [pain &Recyced -
Color/ Black and White: Copies:(1 to 939) |
@ | Register Current Settings... If. Color '] 1 I ‘

One Click Presets | Detailed Settings | Configuration/About

Current Setting

l Basic Setting

Document Size:

Letter (8.5"x 117
Print On:

Same as Original Size

Settings Summary

NOTE: Must be in Job

i / Setup
K =H —= —
Job Setup Basic Paper Edit Finishing
(Kl n ] »
-
<] Job Type:
@ Normal Print v [ pewis.. |

Classification Code:

(Up to 32 alphanumeric charagts/[a},l\-

Insert User Code [First]

(5] Authentication. .,

e Register Current

Click [Third]

/ Click [Second]

\\
| OK I
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