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Information Technology Services Centre, CUHK

Self-Service Printing Configuration for Windows 7/8/10 - Fuji Xerox

In Windows, the default settings of Pi Chiu — Self-Service Print Station 2 are: Black & White, Duplex
and A4 size. Users can further change the settings.

(Hlustrated in 64-bit Windows and similar screens could be applied to 32-bit OS)

Suitable for:
e printer WMYLC - Self-Service Print Station 3 (32-bit / 64-bit)
e printer WMYLC - Self-Service Print Station 4 (32-bit / 64-bit)

1. Check Printers in Windows

Windows 7 D otimee
Start at bottom right hand
Select Control Panel - Hardware and Sound - Pictres

Devices and Printers

Music

Computer

Control Panel

Devices and Printers

View and man:

Help and Support

Windows 8
Open “Control Panel” and select “View devices
and printers”.

Control Panel Calculator

_ B

File Explorer PC settings




Windows 10
Open “Settings” and select “Devices”.

w,_ Network and Internet
ul View network status and tasks

- Choose homegroup and sharing options

Hardy

ﬂ Add a device

Adjust commaoenly used mobility settings

Programs

Uninstall a program

Remote Desktop Connection
Google Chrome

Microsoft Office Word...
Motepad

Microsoft Office Excel...
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Remark Office OMR D...

T —

File Explorer
i&} Settings

(!:I Power

S All apps

Settings
03 SETTINGS
ju
System Devices
Display, notifications, Bluetooth, printers,
apps, power mouse
p\ A:L 2
Accounts Time & language
Your account, sync Speech, region, date

settings, work, other
users

Network & Internet

Wi-Fi, airplane mode,

VPN

Ease of Access
Narrator, magnifier,
high contrast

Per
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LOC:




2/. Setup Printing Preferences for Fuji Xerox

)

o For Windows 7, 8 g See what's printing

Right click the printer you would like to use:

“WMY LC - Self-Service Print Station 3" Set as default printer
“ WMY LC - Self-Service Print Station 4" Seff-Sef . Printing preferences
Stat Printer properties

Then select “Set as default printer”.
Create shortcut

'&' Remove device

Troubleshoot

Properties
Suggested printer setting: 8 WY LC 5t Servce Pt taion 3Pt peerece S|
Paper/Output | mage Options | Color Options | Layout/Watemnark | Advanced | Fax |
Follow the steps and change the settings. ] [t [T e :
Default Settings: S ~g Qupu:
D] B
2 Sided Print: 2 Sided Print : |0 s -
Output Color: Black and White Ny ~
Saved Settings:
. . . [A) Standard -
Click “OK” if you have configured the e [
printer settings.

[ Sas | Defauss |[  DfoutAl | [ Heb

Default A4 and change to the other paper size as below:

) WMYLC - Self-Service Print Stations Printing Preferences

Paper/Qutput | image Options | Color Options | Layout/Watermark | Advanced | Fax
Job Type: @ @ 2-Sided Print:
Secure Print 2-Sided Print v
Setup..

Paper: QOutput:

Size: A4 (210x 297mm) g Collated v
l Color: White “

Type: Automatically Select
Output Color:

Black and White v

A4 (210 x 29Tmm), White, Plain

A3, White, Plain Output Method:

Size D Automatically Select v
Color 3 Saved Settings:

Type & [A] Standard v
Select By Tray 3 Automatically Select

Tray 1- A4 (210 x 297mm), Portrait, Plain, White
Tray 2 - A4 (210 x 297mm), Portrait, Plain, White
Tray 3 - A4 (210 % 297mm), Landscape, Plain, White
Mixed Sizes.. Tray 4 - A3, Landscape, Plain, White
Covers/Separators... Tray 3 (Bypass)

Advanced Paper Selection...

Transparency Separators...

0K Cancel Apply




o For Windows 10 .
Right click the printer you would like to use: ? e
“WMY LC - Self-Service Print Station 3"
“ WMY LC - Self-Service Print Station 4"

Set up configure preference

i/. Click “open queue” - )
ii/. Then select “Set as default printer”. @& Al
A use E WMY LC - Self-Service Print Station 3

= P

iii/. Set “Printing Perference”
Please choose Paper = “Select By Tray” and
“Automatically Select”

3. Input Billing Code and Passcode For Print _ _
in software: [ / [ /
Click on printer you selected: 'E"’ "

WMy LC - WMY LC -
Self-Service Print Self-5ervice Print
Station 4 Station 3

i ~— o |
=f) WMY LC - Self-Service Print Stationd & ﬂ

Elinl:l Document iiwf —

Document Name Status Owner Pages Size Sul

1 document(s) in queue




Open software, e.g. MS Word >File = Print

n Home  Iniet  Pagelapout  Peleencer  Maings  Fewes

Pring

Frinter

5 WY LE - Salf-Seraice Print Statwee £
Error 2 documents waiting
Fax
& resny
HPSESD (ndpad at G/F
..rf" sty
Save & Send HPRI%D (ndpad at 3T
e P

Halp Mimoaoft KP3 Dooament Writer
Fendy

1] Optiens

E3 et

RAIIZEL indp4) ab LF
Reasdy

RACSNN {ndpd) ab GFF
Eeady

S To Onehlobe J15
Brady

Serwd To Onalote T0LE
Repdy

WM ILC - Self-Sensice Primst Stallican 3
Rendy

WM LT - Self-Senvice Priswl Stalsesn 4
Error I daiuments waling

/& & & &8

Add Printer.

Type your “Billing Code” and “Passcode”
(Only number is accepted).

Enter User Details m

Billing 1D: Pas=scode:
= vove
| oKk || Cancel || Heb

Click on printer you selected and see the status
as right hand side.

Then collect the print out at print station >
Charge Print

= o
= WMY LC - Self-Service Print Station 4 0

Printer Document  View

Document Mame Status

Microsoft Word - Docurnentl Printing

Chwner

itsc

4 | 0

1 document(s) in queue
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