
Click on 
“properties” 
from the 
main print 
screen.

Hold and Locked Printing Options 
for SAVIN copiers/printers

Allows you to send files 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

After clicking on “Print”



Select which Job 
Type
•Normal Print: 
Prints right away
•Locked Print: 
Enter a passcode 
on machine to 
print
•Hold Print: Hold 
items at copier 
until you select 
print at the 
machine

Click On “Details” 
and enter   your 
name(and a 
passcode if doing 
Locked Print) 
*You should only 
need to do this 
the first time*

*Helpful Tip*
You can give it a file 
name for the kind  
of paper you need 
it on
Ex: BLU CARDST or
2x4 labels

**Clear the file 
name for the next 
print job(it will show 
up under the same 
file name until you 
clear it**



You have the option to print with the special settings available on the 
copier right from your computer!

Click on 
“Detailed Settings”

If you need your papers:
• Hole Punched
• Color or Black/White
• Staples
• Collated

Click on “Finishing”

If you need your papers:
• 2 sided
• Special Layouts
• Booklet
• Poster

Click on “Edit”



Select which tray you 
want the paper to 
come from.

•Auto Tray:
regular white copy 
paper
•Bypass:
cardstock, colored 
paper, cut to size 
construction paper, 
sticky labels, etc.

Select paper type.

•Plain 1: Regular white 
paper,  colored copy 
paper
•Thick 2: sticky labels, 
construction 
paper(*sometimes*depends 
on how thick it feels)

•Thick 3: cardstock, 
construction 
paper(*sometimes*depend
s on how thick it feels)

USE THE BYPASS TRAY FOR ANYTHING OTHER THAN “NORMAL” COPY PAPER! 
Run colored copy paper through bypass to avoid other’s papers ending up 

on colored paper!



Press the hard 
button that says 

“Printer”

Touch your name on the touch screen

1) Touch the file you want to print 
OR

2) Touch “Select All Jobs”
*ADD SPECIAL PAPER IF NEEDED NOW*
Press Print on touch screen

Touch “Print”

*can change some of the 
detailed settings from the 
copier if needed*

Retrieving sent files from the copier

Enter passcode if needed 
using the number pad



Click on the Windows Menu and then Settings

Click on Devices

Click on Printers & Scanners

Find the Savin you print to and click on it to show more 
options.

Click on Manage

Set Default to Hold Print

Copier Room

Records Room



Click on Printing Preferences

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

Set Default to Hold Print


