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PURPOSE

The following factsheet (starting on page 2) outlines how to send and print a confidential
print job. The ability to print confidential jobs enables users with sensitive printing needs to
utilize network printers.

DISCLAIMER

This document utilizes screenshots and pictures using an HP printer. This resource should in
no way be interpreted as an endorsement from the Federal Electronics Challenge (FEC), the
U.S. Environmental Protection Agency (EPA) or the Office of the Federal Environmental
Executive (OFEE), of a specific product, brand or manufacturer.

Most commercial printers have the ability to print confidential documents. You may need to
check the printer options, properties or settings to use this feature. If you have any
questions, please check your printer manufacturer’s website or contact your local IT
support.

CONTACT INFORMATION

If you have questions related to this resource or need other assistance with the Federal
Electronics Challenge, please contact your Regional Champion. The list of FEC Regional
Champions is available at http://www.federalelectronicschallenge.net/champions.htm.

Partners may also request technical assistance via email to
partner@electronicschallenge.net.

FEDERAL ELECTRONICS CHALLENGE

Web site: http://www.federalelectronicschallenge.net/
E-mail: info@electronicschallenge.net
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How to Print a Confidential Document on an Example Printer

Select the Print option after selecting the File menu. The print window is displayed.

Print l'_?_ ?
Prinier
Hame: & Wb0e0Eodapm001\10_174_4250 bt
e D
Type: HP Laser Jot 4250 FCL 6
Where: 10_174 [ Pring mo file
Cosrerant: 204.46.110.95
Pags rangs Copies
(®) an Nurmber of copies: i -
() Current page
(O Pages: [~ Coltate
Enter page numbers and/for paoe ranoes separated
by cormenas. For example, 1,35-12
Print what: | Dooument - SO
F. sheet:
Prnk: & pages in range - SR 1pege o
Scale D paper s08: | No ‘Scafirg -

.

Click on the downward arrow in the Name box and select a printer. Now click the
Properties button.



The Document Properties window is displayed.

2

10_174_4250 on b0O606gdapm001 Document Properties
Advanced | Printing Shortcuts | PaperQuality . Effects | Finishing | Job Storage | Services

G HP LaserJet 4250 PCL & Advanced Document Settings
* é‘ Paper foutput
& ] Graphic
= fla Document Opuons ) )
Achvanced Printing Features: -
Frint Optimizations: Enabled ;
= $4 Printer Fealures
Frint Al Text as Black: Disabled
Send True Type as Bitmap: Dissbled
REL: On
Alternative Letterhead Mode: OFf
= Layout Opbions
Page Order: Eront to Back

Ok

| |

Cancel




Select the Job Storage tab to display the Job Storage window.

‘.f' 10_174_4250 on b0606gdapm001 Document Properties

Advanced | Prining Shortcuts | PaperfQuality | Effiects | Finishing | Job Storage | Senices

“four job will be printed but not stored on the prnter,

Job Storage Mode Usger Name

(@) Ot

() Procf and Hold
() Parsonal Job
() Cuick Copy
() Stored Job

Make Job Private Job Mame

Job Motification Options

ﬂ'ﬂ | b, || Hep |

Pmwwmn




On the Job Storage window do the following as shown in the next display:

ali A

Select the Stored Job button under Job Storage Mode.
Under Make Job Private check the PIN to print box.
In the box below that, type a 4 digit number (note: remember the number).

Click on the OK button.

%" 10_174 4250 on bO&06pdapm001 Document Properties

Achvanced | Prining Shorcuts | Paper/Quality | Effects | Finishing | Job Storage Serces|

“our jobwill be stored in the panter as i itis an electronic file cabinet. Mothing will be printed until your job is requested from
the printer's control panel, Use this storage for forms and other common of shared documents.

Job Storage Mode

oA
() Progf and Hold

() Personal Job

() Quick Copy
(®) Stored Job

Make Job Frivale
[#] PNt primt

ssss| | (0000-3995)

Job Notification Options

Displey Job 1D when printing

A

Imvaap

User Name
@ User name

() Custom
PLAWRENC

Job Mame
(@) Automalic

() Custom

<Aytomatic>

If job name exsts;

Use Job Name = (1-99) ~

| apow. || Hep |

| ok || concel




The Print window is displayed again. Click on the OK button.

Print E [Z[
Printer
MName: | L2, \\b060SgdapmO01NI0_174_4250 v ]
Type: HP Laserlet 4250 PCL 6 -~
Wihere: 10_174 [ Frint to file
Carnment: 204.46.110.95
Page rangs Copies
@) all Number of copies: 1 ”
O current page lect __ | |
() Pages: | | Collate
Enter page nurmbers and/or page ranges separated
by commas. For example, 1,3,5-12
Print what: |Dncument w | Zoom
Pages per sheet: ‘ 1 I w
Print: |.E.II pages in range v ‘ L |- Poe L8|
Scale to paper size: | No Scaling v
Optiors. .. [ Ok I [ Close




The Job Storage ldentification window is displayed showing the job name and printer.

Job Storage Identification @

This print job will be stored at:

10_174_4250

IP_204.46.110.95
10_174

User Name: [plawrenc
Job Name: Form Phone _VER (1-99)

[_ In the future, do not show this information.

OK Help




When you are ready to print the job on the printer, press the MENU button on the printer
to see the following display. Press the GREEN button with a white checkmark to select the option
RETRIEVE JOB.




A display of your userid with a number next to it shows the number of jobs you have awaiting
print.




Press the GREEN button and a display shows the job names of the jobs awaiting print.




Press the GREEN button to select which job you want. The next display gives you the option to
PRINT or DELETE the job. Highlight the option you want and press the GREEN button.




The following display prompts you for the 4 digit PIN code you created when you directed the
job to this printer.

rhone YER

Enter PIN to print j




Press the UP and DOWN arrows to enter the DIGIT. Press the LEFT and RIGHT arrows to move
to the next position. After entering the 4 digits, press the GREEN button.

Fhone VER

nter next digit
g




The last display prompts you for the number of COPIES that you want printed. Use the UP and
DOWN arrows to select the number of COPIES and press the GREEN button.

.

For help press

This is the END of how to print a confidential job on a printer.
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