
How to Perform A Secured Print 

 A secured print to the copier is a great idea is you have something you’d like to print, but it might be sensitive in 

nature. IEPs, parent letters, and other documents that might be confidential are good candidates for a secured print. 

Follow the simple steps below to perform a secured print. 

1. Go to print in whatever program you’re using. I used Word as an example. 

 

2. Click on printer properties. It’s circled in the picture above. 

3. The printer properties dialog box should look something like the picture below. 

 
4. Click on the drop down box by “Output Method.” It’s circled in the picture above 

 



5. Choose Secured Print from the list. It should look something like the picture below (without the beautiful yellow 

arrow and box). 

 

 
6. A dialog box will pop up. This is where you put your NORMAL copy code in. 

 

 

 

 

 



7. After you put in your normal copy code, a new dialog box will appear. There are three boxes. The first two are 

already filled in. You can leave those alone if you wish. The third is a special pin that you make up. Put in a 4 digit 

pin that you can easily remember. We’ll use 1234 for the purposes of these instructions. After you’ve put in your 

code, you’re done at your computer. It should look like it normally does when you print to the copier. 

 

8. When you go to the copier, you’ll begin by tapping on Secured Print. 

 

 

 

 

 

1234 



9. On the next screen, simply put in your assigned copy code.  

 

10. You’ll now see a screen with a list of documents waited to be secure printed. Select the one you sent. It should 

have your username out beside it. Tap Secure print. It will now ask you for the PIN you made up. Enter your pin, 

and you’re good to go! 

 

Your document Here 


