Information Technnlc-gv Services Centre, CUHK

Send Print Job to Pi Chiu Self-Service Print Station 2

(For Windows 7 /8 / 10 Users)

(Nlustrated in Windows 8 and similar screens
could be applied to Windows 7 and Windows
10)

1. Open “Control Panel” and select
“View devices and printers”.

Control Fanel Calculator
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PC settings

File Explorer

Network and Internet
Wiew network status and tasks
&2 . Choose homegroup and sharing options

" Hardware and Sound
Wiew devices and printers
Add a device
Adjust commenly used mobility settings

Programs

Uninstall a program




2. Right click “Pi Chiu — Self-
Service Print Station 2”, then
select “Printing Preferences”. 7

,ﬂ. -
See what's printing
Set as default printer

Printing preferences |

Printer properties

Create shortcut

@ Remove device

Troubleshoot

Properties

3. If you did not set User ID before, a
warning will pop, press “OK”.

Job Type: Secure Print cannot be selected with the following settings.
Change the settings,

User ID: NULL

4. 1f you set User ID before and you want to change it, click “Setup” under
“Paper/Output” tab

Paper/Output | Image Options I Color Options I Layout MWatemark I Advanced I Fax |

r.? Job Type: @ 2-Sided Print-
[a|
) Secure Print | 2Sided Print

Setup..

Paper: @, Qutput -

Size: A4 (210x 27mm) =28 | Colated
! Color: White
Type: Automatically Select

Output Color:
| Black and White

Qutput Method:
| Automatically Select

Saved Settings-
||E Standard

| - [ e

|| Defauts || Defaut Al

| 0K | Cancel




5. Enter your user ID and passcode. Secure Print ?
This is for you to identify and
release your job when you collect
it at print station.

User ID:
|1155mm

Secure Print Passcode:

Job Name:
|Jse Existing Name ]

Hirt: After sending the print job from the driver. Press the Job
Status button on the machine control panel and enter the
passcode to start printing.

Cancel Defaults Help

6. When you print, choose the printer

Pi.Chiu - Self-Service Print Printer
Stations 2. . Pi Chiu - Self-Service Print 5...
=¥z Ready
I Fax
.__:*:_-,‘:, Ready
;/  Microsoft XP5 Document Writer
= Ready
/| PiChiu - Self-Service Print Stations 2
= Ready

Your print job is sent to the print station and waiting there for you to release. Go to the self-
service print station 2 located at 1/F Pi Chiu Building and follow the Notice of "Pick up your
Print Job" to release and collect your print job.

Note: Your print jobs are stored in the print station for 4 hours. If you do not release them
within the time limit, they will be removed permanently
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