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Orange County

\/

Public Schools

The first time you log in you may be asked to re-register your card by manually logging in. If you have problems call the help desk.

Logging In

Welcome Screen Log In

You may log in with your ID Badge by touching the card to the area to the left of the control panel. You may also log in with your network
credentials if you do not have your ID badge.

Once you are logged in you may:

e Print Release
e Make COPIES

e Scan PaperCutMF

Please enter your username and password
Username

Password

PaperCut MF 18.1.0
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Releasing Held Print Jobs

Print Release-Print
held print jobs at
any Toshiba copier

Copy and Fax-
Takes you to the
D \ main control panel
‘=' for copy jobs
= — Scan-This will allow
Print Release Copy and Fax Scan
you to scan to your

email.

Releasing Held Print Jobs-You may go to any Toshiba copier to release your print jobs. Simply log in with your card and
select PRINT RELEASE. You will see a list of your pending print jobs per the diagram below. Touch the job(s) you wish to
print, select the number of copies, and press PRINT. You may delete jobs that you no longer need.

S ot PaperCutMF ~ favercedresivser Bo
Select all jobs c
Prep activities - week 1 _ 3
Prep ﬁ{li'ﬂ.’[IF}S - week 2 . y
Report template 5
SchoolNewsLetter Template 3

oy
Job Status Print as grayscale Print as 2-sided [ ] “
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Integrated Scanning

Scan-This will allow
you to scan to your

email.

o

Print Release Copy and Fax Scan

Users can scan documents to predefined folders and email addresses.

p ;
f PaperCutMF e b

Scan Actons

u- SN Ta Emal

Click on Scan to Email.
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< pa pe I'CLIt J _._"‘:. Test User

Scan Details

Scan to My Email Color PDF
josh.haines@tbs.toshiba.com 1-sided
Subject

Letter Portrait
Your scan (Scan to My Email)

Filename 300 DPI
‘ scan_testuser_2020-02-18-15-00-36 ‘

Change settings

Prompt for more pages

In Scan Details, you can customize the “Subject” and ‘File Name” as well as click on “Change Settings” to
further customization.

< pa pe I'CLIt J _._"‘:. Test User

Scan Settings » Scan to My Email

Duplex

mode 1-sided 2-sided File type PDF TIFF JPEG
Orientation Portrait Landscape DPI 100 200 300 600
Paper size Letter Legal Ledger Color mode Color Grayscale B&W

Prompt for more pages Start

In Change Settings, you can alter your duplex mode, orientation, paper size, file type, DPI and color mode.
Upon customization completion, click ‘Start” then the blue button on the lower right-hand side.
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Copy and Fax Functionality

Copy and Fax
Takes you to
the main
control panel
for copy jobs

N v

Print Release Copy and Fax Scan

Press the Copy and Fax button to reach the copy controls.
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Copy:

© Select the number of copies or sets
© If you wish to make Landscape copies, make your selection at figure 2 below.

Copy Fig. (3

Ready

1 Select Finishing to sort into

Full sets with staples

Color

Black Select 2 Sided to select 2 sided

Finishing (Duplex) copy modes

alal . Auto
» 2l Color

Select ZOOM to reduce and
11

Simplex Text/Fhoto v enlarge (25-400%)
?E! 2-Sided e ¢ Select Text/Photo to copy
> photographs.
Image NOTE: the color controls will
: Job Status be on front office units only

Creating Stapled Sets:
You may corner staple, or create a booklet with two staples on the left-hand side
1. Press [Finishing]

Cop\f Storage i Settings = W Template = ﬂ @ o
Set

Ready
1

% Finishing

»

LI R B A | 0 B B B B |
...‘Z{;::::j
Simplex ‘ il D

Sl 2 Original —
WE! e Mode =

Text/Photo

Image

Job Status
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You may sort without staples (Figure 1), or Sort with staples in several different positions: Upper Left puts one staple in the top left
corner. Middle Left creates a booklet with two staples on the left-hand edge. Staple limitis 50 pages.

Press OK to start the print job (Fig. 2)

Finishing

After selecting the Finishing I

Staple

Non
Non-

4]

Group

B

Rotate Sort

Copying in Duplex Mode-2-Sided Copy

1. Press [2-Sided]

Storage

), please press t

Template

Settings

e OK bu

Upper Left

Upper Right

Middle Left
(Double)

Center Top
(Double)

Cancel

Settings

100 %

Org — Copy

<
=

Finishing T

» Calor

..........
. Auto D

Te

L)

(Photo

Original
Mode

Jab Status

2. Press the desired duplex mode (1 and then press [OK] 0
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Fax Functionality

Copy and Fax
Takes you to
the main
control panel
for copy jobs

Print Release Copy and Fax Scan

Press the Copy and Fax button to reach the copy controls.

Copy Storage Settings fr Template
Ready

Full

Non-Sort e Color
Non-Staple

Black

e %! = bl coe Auto
Feed coc Color

tr v b

=l 11

‘ Text/Photo
S“-npiex ‘ AUtO D
. igi Proof
B s BF N ,, _
CEE ‘ & ‘

Image

Job Status

Select the home button to access fax.

Toshiba PaperCut Training Guide v082919 Rev3



[ B B N B N N B |
Select Fax icon.

DSt inart s3m
8-14078505115
I Pause
Back Space

Cloar

Dyation !7\. Priraiirm {:I} Sand

Job Status
Select the tab to imnput fax number.
Type either 8 or 5 to access outside line. Then pause key, this shows as a dash. Then click send.
To verify fax is sent, select job status.

Job Status

Primt Reieive Scan App sCat ion

File Mg Date, Time Pages Status

Journal

Job Status
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Out of Paper Status

A print job that is released successfully will show a banner across the bottom of the machine.

PRI

B print job released successiulby

Print a% grayscabe Print as 2-sided

Once the job starts and recognizes the devices is out of paper. The image of the device shows up on the
zcreen. The bottom left corner will flash “Check the machine Status™ and “Paper Empty”™. Just add paper

and the job will resume.

[ WL P+ W ot

Job Statu
Ad f

Job Status
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NOTES
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