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Before you can use the new Multi Function Device [MFD] you must enable
your Smartcard.
You only need to do this once, and it can be done at any MFD.

1: Tap your Smartcard on the card reader located next to the print display.
2: You will be prompted to enter your Network Username & Password.
(This is the User Name use to log into your computer)

The password is case sensitive! Use uppercase & lowercase buttons where needed.

3: Press OK to confirm your settings. If you have entered the wrong information you will
need to start again from Step 1.

4. You can use the pull-out keyboard to type if easier.
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Once your card is enabled, you can login to any MFD by tapping your card.



HOW TO RELEASE PRINT JOBS

Tap your Smartcard on the card reader located next to the print

display, then tap Pull Prin.L\
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Tap Print all to
automatically print
all documents.

Pull Print

Tap on your required job to print. Then tap the Print button.
You can also Delete any jobs not required.

The following confirmation box will appear; tap ok.
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PLEASE REMEMBER TO LOG OUT WHEN FINISHED
Tap the homescreen icon then tap sign out at the top of the screen



HOW TO SCAN TO EMAIL

Tap your Smartcard on the card reader located next to the print
display. Tap Scan to Email.
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PLEASE REMEMBER TO LOG OUT WHEN FINISHED
Tap the homescreen icon then tap sign out at the top of the screen



HOW TO COPY

Tap your Smartcard on the card reader located next to the print
display. Tap Copy. —
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Tap Screen to Scan and Preview.

Sides
1-sided to 1-sided >
Quick Sets and Defaults

Tap Options to select 2
any copy settings.

—_— e e . . -
)

edu
st o
. ...:..._E.Ouomcts ......................................... B tor S Cat an T TR R
Paper Selec Set options nu:u ked with Ifhl-
| le bef ing

| e SN Press copy
=\~ |

Scroll up and down with your fingers for more options

PLEASE REMEMBER TO LOG OUT WHEN FINISHED
Tap the homescreen icon Bhen tap sign out at the top of the screen



JOB LOG SCREEN/CANCEL

Tap to the second
page on the home
screen . Some users
will not see all
options pictured

Tap Job log
button

Select the job in the
list to give the option
to cancel or delete
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LOADING PAPER TRAYS

o Open the drawer

9 Undo the guides

9 Close the guides, ensure the
Paper is not above the stack
height indicator

9 Close the drawer




@ Open the multi purpose 9 Adjust the paper width
tray guides to your paper size

9 Insert your paper into the tray 9 Adjust the guides so

Print side down for single sided that the touch the
Print side up for double sided paper stack but do not
bend it

6

Remember to select the multipurpose tray as your paper
Source in printer properties before sending print



REPLACING TONER CARTDRIGES (INKJET)

o Open the Toner Replacement cover. 9 Push the old cartridge inwards to
release it

9 Pull out the toner cartridge. e Do not touch the contacts on the
new cartridge
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e Insert the new cartridge .It will @ Close the door
Click into place

|

This procedure is for inkjet =

models only |




REPLACING TONER CARTDRIGES (LASER)

9 Remove new cartridge 9 Rotate the end cap anti-
from packaging clockwise until it releases
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Insert cartridge and click

© Rock cartridge 5/6 times 6 Into place. Close the door.




Screens indicating the locations of paper jams and instructions on
how to clear the paper jam will appear on the touch panel display.

The screen repeatedly appears on the touch display until the paper
jam is entirely cleared.

Examples of where a jam can occur are below.

o for LaserJet models

Once the jam is fully cleared the device will resume printing



