Locked Print Setup

1. Click on the start menu.
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2. Begin to type “printers” to bring up the option to select Printers &
Scanners. Click on Printers & scanners.
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3. Click to select the printer to set up locked print
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4. Click Manage for the selected printer.
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5. Slect Printing Preferences on the left.
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select Locked Print.

6. From the Job Type dropdown menu,
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7. Then click details.
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8. In the “Enter User ID” field enter your last name and first initial and
in the “Password” Field enter the copy code provided to you by the
district. Then click ok twice to exit.
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