Hold and Locked Printing Options
for SAVIN copiers/printers

Allows You to send flles to the printer but holds them until you get to
printer/copier and tell it to print.

Helpful for

- Printing confidential documents

- Keeping all pages together instead of' it getting mixed up with other
people’s papers

- Printing directly to special paper(colored, cardstock, labels, etc.)

- Need to print a file but can’t get to the printer right away and don’t want
to forget to print the file
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You have the OPUOH to pl"iﬂt with the special settings available on the

COPiGI" Pight from your computer!

Click on
“Detailed Settings”
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I you need your papers:

- Hole Punched
- Color or Black/White

. Staples
- Collated

Click on “Edit” Click on “Finishing”
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USE THE BYPASS TRAY FOR ANYTHING OTHER THAN “NORMAL™ COPY PAPER!
Run colored COPH paper‘ thl"OUgh bgpass to avoid other’s paper‘s ending UP
on colored paper‘!
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Retr‘ieving sent files from the copier
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Set Default to Hold Print

Click on the Windows Menu and then Settings
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Set Default to Hold Print

Click on Printing Preferences

o CKCIE Savin Printer on ckcie

Manage your device

Printer status:  Default. 2 document(s) in queue

Open print queue Set as default
Print a test page

Run the troubleshocter

Printer properties / <:
Printing preferences

Hardware properties

Change Job Type to Hold Print(see instruction on PG 2 for the next
couple of' steps)

Click on Details and enter your name under User: ID

Change Color to Black and White

Next:

Click Apply then OK

EXit out of settings. Now your default should be set to Hold Print
and Black & White Print



