Pull-Print User Reference Guide September 2016

This document is intended to guide new users to successfully begin using Pull-Print
Topics covered are:

e New User ID Badge Registration

e Setup Network Pull-Print Queue

e Pull-Print Use: MFP vs. SFP

e Retrieve your Documents — MFP

e Expense Report and E-mail Functions - MFP
e Color Printing

e Stapling - MFP

New User ID Badge Registration

You will use your UPS ID Badge to release pull-print jobs at the printer. Your UPS ID Badge
must first be registered into the pull-print system. Badge Registration is a one-time event.

Locate the nearest Multi-Function Printer (MFP) in your building to complete the registration
process. New users will need to key enter their AD ID/Password at the MFP device to complete
the process.

On the MFP, locate the SafeCom label as shown below. Swipe your UPS ID badge the badge
over this area until you hear a beep.

safe[SM
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The following screen is displayed.

You will be entering your AD ID and password into the right pane of the screen. PUK code is
not used (left pane).

Using your finger, touch the empty box directly under User Name. Enter your AD ID.
Next, touch the empty box under Password, enter your AD password.

[ HP MFP Generic Profile - 10.246.29.28 - (done) o ===
PUK code User name
I
Password
A fofslafsfefrfsfofo]-]-]«
@en q w e r t y u i o P [ | \
Caps a s d f g h i k I : ' S
ﬂ} \ z X c v b n m , . )
At @] .| _ . oK | Cancel |{.{

Upon a successful registration, the screen displays the user’s full name: Ready: Welcome Your
Name

Copy
Make copies from an originat
document

The badge is now registered to the Pull Print user.

Access preset job options for
commonly used jobs

Badge Registration is complete.
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Setup Network Pull Print Queue

What is the Network Pull-Print Queue?

The Pull-Print Queue provides you access to every printer in the building. Your Pull-Print job is
held on a server until you release it to print. Setup of the pull-print queue is a one-time event via
the DS Printer Manager program.

On your desktop locate the “DS Printer Manager” icon and open this program.

In the left column, under Network Printers, locate the new Pull-Print Queue, the name will start
with “ PQ_MPS_Pull_Print_Queue”. Right click on this and select “ADD Permanent Printer”

The new pull-print queue listed in DS Printer Manager is location specific:

PQ_MPS_Pull_Print_Queue on “your local print server name”

‘! DS Printer Manager - 1.212065.0

DS Printer Manager

+ + 2 g 2
Temporary | Permanent Server AD Options
Available Network Printers : Current Local Printers:
{1 Network Printers - EQ Current Local Printers
N F0_MPS_Pull_Print_Queue on SVRPODD1F791 Ly PR_NIRAR_MPS_3AQuad_138_MFD on SYRPOOD1F791

m

R_RAR_3C053_DGP on SVRPOO01161F
R._540_C105_MFD on SVYRPOOO 1F73F

4 PR_540_C105_CWGF on SVRPOO0D1F75F
~Es8 PR_540_C143_MFD on SVRPO0D 1IF78F
~Es8, PR_640_C205_WGP on SVRPODD1F73F
~Es8, PR_640_C215_WGP on SVRPOD0D1F73F
£, PR_640_C340_CDGP on SVRPOO01F7EF
-k, PR_640_C714_WGP on SVRPOOD1F7EF
~Eg, PR_650_B164_WGP on SVRPOOO1F7EF

4 PR_650_B100_DGP on SVRPOOO1F7EF

4 PR_550_B126_WGP on SVRPOOD1F7EF

4, PR_650_B166_CWGP on SVRPOOO1F78F
4, PR._550_B166_MFD on SVRPOOO1F75F

4 PR._550_B230_WGF on SVRPOOO1FT7EF

4 DD &GN RE17 WWIED An CWDDANNAETRE




Pull-Print User Reference Guide September 2016

The pull-print queue will move over to the right column, highlight and click “Apply”

' DS Printer Manager - 1.2.12065.0

DS Printer Manager

+ | * x| v &2 | o | A | @ | % | % |
Temporary | Permanent Femove | Set Default Server AD Clear Errors]  Options Cancel
Available Network Printers : Current Local Printers:
E-{=] Network Printers - E--E Current Local Printers
e& PQ_MPS_Pull_Print_Queue on SYRP 1 || o PR_NIRAR_MPS_3AQuad_138_MFD on SVRPODO1IF791
£, PR_RAR_3C053_DGP on SVRPOOD1161F ‘E Eg Pending Printer Changes
£z PR_640_C105_MFD on SVRPOOO1F78F B gPQ_MPS_Pull_Print_Queue on SVRPO0D1F791

- PR_640_C105_CWGP on SVRPODD1F78F
PR_640_C143_MFD on SVRPOOO 1F78F
-, PR_640_C209_WGP on SVRPOODIF7EF
g8, PR_690_C215_WGP on SVRPODO1FTSF
£ PR_640_C340_CDGP on SVRPOOO1FT78F
i PR_640_C714_WGP on SVRPOODIF78F
&3 PR_650_B154_WGP on SVRPOOO1F7SF
£ PR_650_B100_DGP on SVRPOOO1F78F
g8 PR_650_B126_WGP on SVRPOOO1F7SF
-, PR_650_B156_CWGP on SVRPOD01F7EF
Lz, PR_650_B156_MFD on SVRPOOO 1F73F
g8 PR_650_B280_WGP on SVRPOOO1F78F

...l DD &GN RE13 WIZD An CUDDONNTETRE

Local Active Directory Site Mnemonic NJRAR

Select “Yes”

! US Printer Manager - 1.212065.0

DS Printer Manager

+* | * x | v 2 | % | A | @ % | *
Temporary | Permanent Remove | Set Default Server AD Clear Errors]  Options Cancel
Available Network Printers : Current Local Printers:
SR N_etwork Prinhfrs DS Printer Manager |Y|

Queuson 5 138_MFD on SVRPOOD1F791

=3 Pull_Print_Queue on SVR!
PR_RAR_3C053_DGP on SYRPO001161A
£ PR_640_C105_MFD on SVRPOOOIF78F
----- L, PR_640_C105_CWGP on SVRPOOO1F78R
£ PR_640_C143_MFD on SVRPOODIF78F
----- £, PR_640_C209_WGP on SVRPOOD1F78F
£ PR_640_C215_WGP on SVRPOOD1F78F
----- £, PR_640_C340_CDGP on SVRPODD1FTaF
£ PR_640_C714_WGP on SVRPOOD1F73F
PR_650_B154 WGP an SVRPOOD1F78F
PR_650_B100_DGP on SYRPOOD 1F75F
PR_650_B126_WGP on SYRPOOD1F78F
PR_650_B166_CWGP on SVRPOO0 1F75F
£, PR_650_B166_MFD on SVRPODOIF7EF
----- £ PR_650_BI80_WGP on SVRPODO1F78F

..... #25 DD AEM RE1Z WED an SUDDANN1ETRE

1 X on SVRPOO0O1IF791
| There is (1) pending change. Do you want to continue 7
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Next, Right click on the new pull-print queue and select “Set as Default”

"' DS Printer Manager - 1.2.12065.0

DS Printer Manager

® x

Options Caniel

+ + x v a’g|@E 4

Temporary | Permnanent Remove | Set Default Server AD Clear Errors
Available Network Printers Current Local Printers:
Bzl Metwork Printers Bl

Apply |

urrent Local Printers.
( PR_MIJRAR_MPS_3AQuad_138_MFD on SYRPOOOIF791
PQ_MPS_Pull_Print_Queue on SVRPOOO1FT731

| »

i FR_RAR 3cns3 PGP on SVRPODD 1161F
£24 PR_540_C105_MFD on SVRPODO 1F75F
£ PR_640_C105_CWGP on SVRPOOD1F7SF
~£24, PR_640_C143_MFD on SVRPOOD 1F75F
£ PR_690_C209_WGP on SVRPOODIFTEF
PR_640_C215_WGP on SVRPOOD1F78F
PR_640_C340_CDGP on SVRPOOD 1F78F
£, PR_540_C714_WGP on SVRPO0DIF7SF
54, PR_650_B164_WGP on SYRPODO1F7oF
£z PR_650_B100_DGF on SVRPDOO 1FT8F
;g, PR_650_B126_WGP on SVRPOOD IF78F
PR_650_B166_CWGP on SYRPOOD 1F78F
£, PR_550_R166_MFD on SVRPODO 1F78F
£ PR_550_B280_WGP on SYRPODO1F7aF

wiiZi DD AEN AE12 WWED an SVDDANNIETRE

m

Local Active Directory Site Mnemonic NJRAR

Ready

Click “Apply”

' DS Printer Manager - 1.2.12065.0

DS Printer Manager
|Term3+0raw|F'errg13nl| Hemxove SetD‘refau\t Se%\r‘er | AD | Clear Errars 0%&' Ca:iel | &*Eh( |

Available Network Printers : Current Local Printers:
Bz Network Printers -

& f PR_MIRAR_MPS_3AQuad_138_MFD on SVRPOOD1F791
Lz PR_RAR 3C053 DGP on SVRPO001151F : £ PQ_MPS_Pull_Print_Queue on SVRPODD1F791
5, PR_640_C105_MFD on SVRPOOD1F78F = Q Pending Printer Changes
£, PR_640_C105_CWGP on SVRPODOIF73F —4f PQ_MP5_Pull_Print_Queue on SVRPODD1F791
- - PR_640_C143_MFD on SVRPO0O1F7aF
-z, PR_640_C209_WGP on SVRPOO01F78F
-tz PR_640_C215_WGP on SVRPO0O1F78F
L5, PR_640_C340_CDGP on SVRPDOO1F7&F
g, PR_640_CT14_WGP on SVRPOOO01F78F
& PR_650_B164_WGP on SVRPO0OD1F7SF
Lz, PR_650_B100_DGP on SVRPO0O1F73F
{34 PR_650_B126_WGP on SVRPOODIF7SF
i, PR_650_B166_CWGP on SVRPO00D1F7EF
PR_650_B166_MFD on SVRPO0O1F73F
L5 PR_650_B230_WGP on SVRPODO1F7SF

w4 DD AGA RE12 WD nn SUDDANN1ETRE

m

Local Active Directory Site Mnemonic NJRAR

—
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Select “Yes”

-

. DS Printer Manager - 1.2.12065.0

DS Printer Manager

=1 g @ b3 ¥
Server AD Options Cancel Apphy
Available Network Printers : Current Local Printers:
E-{&] Network Printers - Current Local Printers
P{"5s Printer Manager = v PR_NIRAR_MPS_3AQuad_138_MFD on SVRPOOO1F791
PH £2, PQ_MPS_Pull_Print_Queue on SVRPOO01F731

E‘Q Per -
‘g’ PQ_MPS_Pull_Print_Queue on SVRPODD1F791

£, PH
£, PR_650_B100_DGP on SVRPODO1F78F
L5, PR_650_B126_WGP on SVRPOOD1F7EF
£, PR_650_B166_CWGP on SVRPOOD1F7EF
L5, PR_650_B166_MFD on SVRPOOOIF78F
£g, PR_650_B280_WGP on SVRPOOD1F7EF

..... (24 DD &GN RE13 WNMED An SVDDANN1ETRE

Local Active Directory Site Mnemonic NJRAR

Should look similar to this screen, with green check mark next to new pull-print queue.

‘! DS Printer Manager - 1.2.12065.0

DS Printer Manager

oot e s | B

2 | sl
Options

Available Network Printers : Current Local Printers:

E1-{&] Network Printers -
..... & PQ_MPS_Pull_Print_Queue on SVRPOOD1F791 ‘—‘

4 PR_RAR_3C053_DGP on SVRPOOO1161F =

£g, PR_640_C105_MFD on SVRPOOO1F7EF b
ts PR_640_C105_CWGP on SVRPOOO1F7SF

4 PR_6540_C143_MFD on SVYRPOOO1F73F

----- £g, PR_540_C209_WGP on SVRPOOO1FT7EF

4 PR_640_C215_WGP on SVRPOOO1F75F

g, PR_640_C340_CDGP on SVRPOOO1F7EF

£z PR_540_C714 WGP on SVRPO001F7SF

4 PR_650_B164_WGP on SVRPOOO1F73F

g, PR_650_B100_DGP on SVRPOOO1F7EF

4 PR_650_B126_WGP on SVRPOO01F73F

4 PR_650_B166_CWGP on SVRPOOO1F7SF

----- £g, PR_650_B166_MFD on SVRPOOO1IF78F

4 PR_650_B230_WGP on SVRPOOQ1F73F

4 DD &GN BE13 WED An SYDDNNN1ETRE

Local Active Directory Site Mnemonic NJRAR

Ready

Network Pull-Print Queue is added, close DS Printer Manager
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Pull-Print Use: MFP vs. SFP

Pull Print works on both Multi-Function Printers (MFPs) and Single-Function Printers (SFPS).
MFPs perform functions such as print, copy, scan and fax, whereas SFP’s only print.

Multi-Function Printer or MFP Single-Function Printer or SFP

The key difference for pull-print between these device types is that MFPs provide you with
the ability to select which documents you want to print after you swipe in, whereas SFPs
will print out all your documents automatically.

MFPs have a larger Color Touchscreen Display screen that allows you to select the option of
printing any or all of your documents via a “Pull-Print Button” on the display screen.

@ @ Start Copy

[ Sign In ] Ready Copies:E

Make copies from an original

<
%} document

Expense Report

Send a document to one or mare O Enter Expense Report
@ fax numbers )v(

Retrieve from Device Memory

Collect your documents

Print a job stored on this device's

aﬁ memaory

Send a document as an
attachment to an e-mail
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SFPs have a smaller display that is not touchscreen. Once you swipe your badge at an SFP, all of
your jobs will print automatically, you cannot choose which to print.

Retrieve your Documents - MFP
Go to the printer, swipe your UPS ID badge and select the Pull Print button.

() |[©) @) start Copy BRE|®
@[ signn | Reasy copies:[1__]

M Ialke copies from an original
%} document

Pull Print
Expense Report

Enter Expense Report

Retrieve from Device Memory

Send a document as an Frint a job stored on this device's
- attachment to an e-mail ﬁ memaory
[m= uims c

Collect your documents

Send a document to one or more
fax numbers
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This example shows a user’s queue with 0 documents.

Robert : 0 Docs

Ready: Welcome Robert

Safe [T}

L Refresh )

Copies I'

This example shows a user’s queue with 3 documents.

Robert : 3 Docs

Ready. Welcome Robert

E&fcom
| |Test Page LTIIJ
| |Test Page
| |Test Page P ————

LRafrnsh J

Copies 1‘|



Pull-Print User Reference Guide September 2016

The user has the option to select and print desired document or print all.

E Robert Cadena: 3 Docs

Roady: Welcomo Robert Codena

EBBcom
+ Test Page _ Print all i
Test Page
Test P
e Fafrash
|
) . - S
VLY ) )

Pull Print options available to the user

Print all: All documents will be printed. There is no need to select the desired
documents.

Delete: delete the document prior to printing.
Info: review the specific attributes of the job (e.g. Color Yes or No)

Expense Report & E-mail Functions - MFP

Your UPS ID badge is linked to the Expense Report and E-mail functions, making these functions
available to you after you swipe your badge. Your ID and password are passed through to these
functions automatically (no need to enter manually).

Expense Report

Enter Expense Repart here Send a document as an

g attachment to an e-mail
i\/‘m AN

10
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To learn more about these functions, go to the HP MPS Training Portal Links below for Quick
Tips:

Expense Report Workflow

Scan to Email Workflow

Color Printing

You can print Color documents on MFP’s that are color capable.

For locations of color printers in your building go to the HP MPS SharePoint Homepage. From
the HP MPS SharePoint Homepage, refer to the site specific tabs at the top of this page to locate
printer floor maps for your site. Click on a site name tab on the top of the page, then scroll down
to locate links to maps for your site. The Printer Floor Map will indicate which printers are color
capable.

Pull-Print jobs default to monochrome (black & white). To print out color documents, open
Printer Properties on the Print selection screen as shown.

0 Copies: |1 -
Print
Printer
@ 7 PG _MPS_Pull_Print_Que... .
“a’, Ready

Printer Properties

11


http://www.hpusertraining.com/Content/Clients/UPS/Expense_Account_Receipts_sending_to_Accounts_Payable.pdf
http://www.hpusertraining.com/Content/Clients/UPS/Scan_to_Email.pdf
http://wss.inside.ups.com/sites/CRA/HPMPS/SitePages/Home.aspx
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In the Color tab, remove the check next to “Print in Grayscale” select OK at the bottom of the
screen.

= W SYRPO0OLF791VPQ_MPS_Pull_Print_Queue Document Properties

| Advanced | Printing Shertcuts | Paper/Qualty | Effects | Finishing | Output | Color

%]

Color Options

| =]

[=TIIi

T

You must then swipe your badge on a color MFP to release your print job and have it print in
color.

Stapling - MFP
You can staple your documents when you print your job.

Important Note! To print multiple copies of a job, with each copy stapled, you must follow
the instructions in the section below titled, “Print Multiple Copies Stapled”.

Follow the instructions for printing a single copy stapled, and then proceed to the MFP to
perform additional steps as outlined in the “Print Multiple Copies Stapled” section.

Otherwise, your collated copies will be stapled together as one job.

12
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Print Single Copy Stapled

Select Printer Properties on the Print selection screen as shown.

] Copies: |1 -
Print
Printer
@ 7 PQ_MPS_Pull_Print_Que...
=2, Ready

Printer Properties

Select the Output Tab and you will see Output Options & Staple. Select the desired staple
location, select OK at the bottom of the screen as shown.

0 \\SVRPO0O1FT91\PQ_MPS_Pull Print_Queue Document Properties 720 \\SVRPOOOLFTS1\PQ_MPS_Pull_Print_Queue Document Properties
Advanced | Printing Shortcuts | Paper/Qualty | Effects | Finishing | Output [Color | Services| Advanced | Printing Shortcuts | Paper/Guality | Efects | Finishing | Output | Color | Services|
~Qutput Option: ~Output Options
Staple Staple:
More 3 -
Punch Punch
[Fione =l [None ]
~Outpit Bin Option: ~Output Bin Options
Bin: Bin:
Automatically Select | Automatically Select ~]
[/ About Hel
@ Apout.. Help | @ = =2

Select print and retrieve your document at an MFP.

13
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0 Copies: |1 -
Print
Printer
7 Pull-Print_Queue .
% Ready

Printer Properties

You must then swipe your badge on an MFP with stapling capability to release the print job with
staples. HP MFPs with Stapling Capability

Print Multiple Copies Stapled

To print multiple copies with each copy stapled, the above steps apply. Additional steps are
required on the MFP per below.

Swipe your UPS ID badge and select Pull-Print.

Select the document you want to print by touching the box to the left of the name, this puts a
check in the box.

Bl -0
psoft Word - Device Configuration Push.docx l p;,m ;"

s ft Word - Device Configuration Push.docx

C Refresh

14


http://www.hpusertraining.com/Content/Clients/UPS/Stapling_Copy_and_Print_Jobs_on_MFPs.pdf
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At the bottom right of the screen you will see “Copies” and a box next to it. Touch the box and a
new screen opens.

_Copies

15
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Now select “Print” and that document will be printed with each copy stapled.

16



