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Getting Started

This chapter contains:
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Getting Started

Introduction

This document is intended to help you understand how to use the basic functions of the Xerox®
Instant Print Kiosk. A separate User Guide provides further information about the safety, operation,
and maintenance of the device. To access the User Guide, go to www.support.xerox.com.
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Ki

osk Overview

The Xerox® Instant Print Kiosk consists of:

A high-speed color multifunction printer
A customized user interface (UI) module that integrates:
— A high-resolution tablet

— A credit card reader

Getting Started

The total solution allows customers to order, pay for, and execute their jobs. Specifically, the customer
can:

Copy
Scan to and Print from:

—  Email

- USB

— Google Drive
— Dropbox

—  OneDrive

—  SharePoint

Fax (send)

Xerox® Instant Print Kiosk
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Getting Started

Kiosk User Interface Overview

When you walk up to the Xerox Instant Print Kiosk, the following user interface screen appears.

Language

Instant Print Kiosk

What do you want to do today?

Fax

Copy Scan Print

From this screen you can do the following actions:

Make copies
Scan to the following locations: email, USB drive, Google Drive, Dropbox, OneDrive, or SharePoint

Print from the following locations: email, USB drive, Google Drive, Dropbox, OneDrive, or
SharePoint

Send a fax

Xerox® Instant Print Kiosk
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Making Copies

This chapter contains:

Accessing the Copy Features
Making Copies

Copy Options

Xerox® Instant Print Kiosk
Quick Start Guide
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Making Copies

Accessing the Copy Features

1. To access the copy features, touch Copy.

Language

Instant Print Kiosk

What do you want to do today?

Copy Scan Print Fax

2. Insert or swipe your payment card.

Please Authorize Your Payment

EOEEm » BEEEE

Swipe or insert your payment card into the card reader.

10 Xerox® Instant Print Kiosk
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Making Copies

3. Select the required Output Color option.

Select Output Color

The Copy screen appears.

B

Quantity (1 - 999) i o

2-Sided
Paper Supply 2

. Collated Il

[d] Reduce / Entarge 100%

m Lighten / Darken Narmal

| ] original Type Texi&Phola  S#

Xerox® Instant Print Kiosk 11
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Making Copies

Making Copies
To copy a document, perform the steps that follow:

1. Load your original documents.

e For single pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the
page away from you. Adjust the paper guides so that they fit against the original documents.

¥ Note: For information about parts of the printer, including the duplex automatic document
feeder and the document glass, refer to the User Guide at www.support.xerox.com.

2. Touch Copy.

Language

Instant Print Kiosk

What do you want to do today?

Fax

Copy Scan Print

3. Insert or swipe your payment card.

Please Authorize Your Payment
CEom * = EmE

r.;.g'

Swipe or insert your payment card into the card reader.

12 Xerox® Instant Print Kiosk
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Making Copies

4, Select the required Output Color option.

Select Output Color

The Copy screen appears.

B

tity (1 - 999
Quanitity ( ) ' Output Color Color

2-Fided 1.1 Sided

[E] paper supply =1

. Coliated Wl
[d] Reduce / Entarge 100%
G Lighten / Darken Narmal

| ] original Type Texi&Phola  S#

f Note: At any time, you can touch Reset to return to the default settings.

5. Adjust the settings as required:
Quantity

Output Color

2-Sided

Paper Supply

Collated

Staple

Hole Punch

Reduce/Enlarge
Lighten/Darken

Original Type

Auto Background Suppression

For more information about each of the settings, refer to Copy Options.

Xerox® Instant Print Kiosk 13
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Making Copies

6. Touch Copy.

COPY

A screen appears that indicates that the system is calculating your job cost.

Calculating Copy Job Cost

When the calculation is complete, the Job Cost screen appears.

14 Xerox® Instant Print Kiosk
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Making Copies

7. Touch Continue.

f Note: If you are making a single copy, the Copy Job Cost screen does not appear, and the
job is processed automatically.

Copy Job Cost

Price

Tablaid Cotor Copy

A screen appears that indicates that your job is processing.

Processing Your Copy Job

.

M cancel Job

A screen appears that indicates that your job is complete.

Your Copy Job Is Complete

v

Your Transaction Total Is $0.55

o Do Mare = 5055

Chack {nt

8. To copy another job, touch Do More.
The Copy screen appears.

9. Repeat Step 5—Step 8.

Xerox® Instant Print Kiosk 15
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Making Copies

10. To end your session, touch Check Out.

11. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home

16 Xerox® Instant Print Kiosk
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Copy Options

The following Copy options are available:

Making Copies

Option Description
Quantity Use the Quantity option to enter the number of copies required. Using
the touch pad, enter 1—999 copies. To clear an incorrect entry, use the
C option.
Output Color Use Output Color to control the color rendering of the image. The
following Output Color options are available:
e Black & White
e Color
e Match Originals
2-Sided Use the 2-Sided options to set the device to scan one or both sides of
an original document. For copy jobs, you can specify 1-Sided or 2-Sided
output. If 2-Sided output is selected, use the Rotate Side 2 option to
change the orientation of the image on the second-side pages.
The following 2-Sided options are available:
e 1-1 Sided
e 1-2Sided
e 2-2Sided
e 2-1Sided
Paper Supply Use Paper Supply to select the paper tray to use. If Auto Select is
selected, the printer chooses the paper tray based on the original
document size and the selected settings.
Collated You can collate multiple-page copy jobs automatically. For example,
when making three 1-Sided copies of a six-page document:
e If the Collate feature is activated, the copies are collated and
printed in the order 1, 2, 3,4,5,6;1, 2,3,4,5,6; 1, 2,3,4,5,6.
e If the Collate feature is deactivated, the copies are uncollated and
printed in the order 1,1,1; 2, 2, 2; 3,3, 3; 4,4, 4; 5,5, 5; 6, 6, 6.
To activate the Collate feature, touch the toggle button.
Staple Use the Staple option to produce stapled sets. The following Staple
options are available:
e No Staple
e Portrait
e Landscape
e Dual Staple
U Hole Punch Use the Hole Punch option to produce output with 2, 3, or 4 holes.

Xerox® Instant Print Kiosk 17
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Making Copies

Option

Description

Reduce/Enlarge

You can reduce the image to as little as 25% of its original size or
enlarge the image as much as 400 % . The Auto % option allows the
device to calculate the reduction or enlargement percentage based on
the size of the original document and the size of the paper selected.

]

Note: Auto Reduce/Enlarge and Auto Paper Supply cannot be
selected together.

|

Lighten/Darken Use the Lighten/Darken slider to make the output image or print lighter
or darker.
Original Type The printer optimizes the image quality of the copies based on the type

of images in the original document and how the original document was
created. The following Original Type options are available:

e Text & Photo
o Text

e Photo

e Map

e Newspaper

Auto Background
Suppression

Use the Auto Background Suppression setting to reduce the sensitivity
of the printer to variations in light background colors. To activate the
Auto Background Suppression feature, touch the toggle button.

For information about making copies, refer to Making Copies.

18 Xerox® Instant Print Kiosk
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Scanning a Document

This chapter contains:

Accessing the SCAN FEATUTES........ooiiiiiiiiiieeeee ettt e e e e e eeeeens 20
1Y elo Lo 1 (o 31 = 0 o L B0 PP 21
1 elo Lo 1 (o TN U ] - PP 26
Y elo L IR (e € ToToTe ] (<l B4 VPP 32
Y elo L IR (o T B (o] o] oo ) PP 37
SCAN £0 ONEDITIVE ...ttt ettt e e e e ettt e e e e e st et e e e e e eaanenneeeeeeeeannes 42
SCAN £0 SNAMEPOINT. ....ei ettt e e ettt e e e e et e e e e e e e neeeeeeeeeeennes 47
Yol (g @] o[ ] o LU UUUPRURUR 52
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Scanning a Document

Accessing the Scan Features

To access the scan features, touch Scan.

Language

Instant Print Kiosk
What do you want to do today?

Fax

Copy Scan Print

The main Scan To screen appears.

Scan To

OneDrive

20 Xerox® Instant Print Kiosk
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Scanning a Document

Scan to Email

To scan to email, perform the steps that follow:

1.

Load your original documents.

e For single pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the
page away from you. Adjust the paper guides so that they fit against the original documents.

¥ Note: For information about parts of the printer, including the duplex automatic document
feeder and the document glass, refer to the User Guide at www.support.xerox.com.

Touch Email.

Scan To

Insert or swipe your payment card.

Please Authorize Your Payment

Swipe or ingert your payment card into the card reader:

The Scan to Email screen appears.

Xerox® Instant Print Kiosk 21
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Scanning a Document

4. Enter the recipient email address, then touch OK.

Scan to Email

jamithExyz.com
=SeannedDecument@XeroxPrintkiosk. com:
+  Sean from Merox Instant Print Kiosk
Metzage Ploase open the scanned attachment.
[ Password Protect
[=] Fite name

[EY #ase pOF Searchabie

il output color

5. To enter additional recipients, sender, subject and message details, touch the edit icon for the
field required, then use the touch screen keypad to enter the details. Touch OK to save your
selections and return to the previous screen.

6. Adjust the settings as required:
Password Protect

File Name

Make PDF Searchable
Output Color

Original Type

Original Orientation

Auto Background Suppression
2 Sided

Resolution

Original Size
Lighten/Darken

For more information about each of the settings, refer to Scan Options.

22 Xerox® Instant Print Kiosk
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Scanning a Document

7. Touch Scan.

A screen appears that indicates that the system is calculating your job cost.

Calculating Scan To Email Job Cost

~

M Cancel Job

When the calculation is complete, the Job Cost screen appears.

Scan to Email Job Cost

Price

Xerox® Instant Print Kiosk 23
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Scanning a Document

8. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Scan Job

N\

» Cancel Job

A screen appears that indicates that your job is complete.

Your Scan Job Is Complete

v

Your Transaction Total Is $0.11

© 0o More = sm

Check Out

9. To scan another job, touch Do More.
The first Scan to Email screen appears.
10. Repeat Step 6.—Step 9..

24 Xerox® Instant Print Kiosk
Quick Start Guide



11.  To end your session, touch Check Out.

12. Select a Receipt option.

Your Receipt

Print

S|

Print your receipt and
end this session.

No Receipt

End this session without
providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home

Scanning a Document

Xerox® Instant Print Kiosk
Quick Start Guide
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Scanning a Document

Scan to USB

To scan to USB, perform the steps that follow:

1.

26

Load your original documents.

e For single pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the
page away from you. Adjust the paper guides so that they fit against the original documents.

¥ Note: For information about parts of the printer, including the duplex automatic document

feeder and the document glass, refer to the User Guide at www.support.xerox.com.
Touch USB.

Scan To

Xerox® Instant Print Kiosk
Quick Start Guide
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Scanning a Document

3. Insert or swipe your payment card.

Please Authorize Your Payment

EOEm cr BEEE

Swipe or insert your payment card into the card reader.

¥ Cancel 8 sufiLegin

A message appears prompting you to insert your USB Drive.

Please Insert Your USB Drive

¥ Cancel

4, Insert your USB drive.

After the retrieval process completes, the message closes. A screen appears that shows the folders
on your USB drive.

E Scan to USB

Cheose a destination

Xerox® Instant Print Kiosk 27
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Scanning a Document

5. Navigate to the required destination folder for your scan, then touch OK.

The Scan to USB screen appears.

| PR | Scan to USB

+& USB Drive

PDF

Match Originals

1 Sicled

Ao Detect

Partrait

6. Adjust the settings as required:
File Name

File Format

Output Color

2 Sided

Original Size

Original Orientation
Original Type

Resolution

Lighten/Darken

Auto Background Suppression

For more information about each of the settings, refer to Scan Options.

28 Xerox® Instant Print Kiosk
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Scanning a Document

7. Touch Scan.

A screen appears that indicates that the system is calculating your job cost.

Calculating Scan to USB Job Cost

3 Cancel

When the calculation is complete, the Job Cost screen appears.

Scan To USB Job Cost

Xerox® Instant Print Kiosk 29
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Scanning a Document

8. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Scan to USB Job

N

A screen appears that indicates that your job is complete.

Your Scan to USB Job Is Complete

v

Your Transaction Total Is $0.11

-
o Do Mare 4
Check Out

9. To scan another job, touch Do More.
The first Scan to USB Drive screen appears.

10. Repeat Step 6.—Step 9.

30 Xerox® Instant Print Kiosk
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Scanning a Document

11.  To end your session, touch Check Out.

12. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home

Xerox® Instant Print Kiosk 31
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Scanning a Document

Scan to Google Drive

To scan to Google Drive, perform the steps that follow:

1. Load your original documents.

e Forsingle pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the

page away from you. Adjust the paper guides so that they fit against the original documents.
¥ Note: For information about parts of the printer, including the duplex automatic document
feeder and the document glass, refer to the User Guide at www.support.xerox.com.

2. Touch Google Drive.

3. Insert or swipe your payment card.

Please Authorize Your Payment

EOEmE @ BEEEAE

Swipe or ingert your payment card into the card reader.

3 Cancel 8 suffLogin

32 Xerox® Instant Print Kiosk
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Scanning a Document

4. Enter your credentials, then touch Next.

S ‘ < Sign in to Scan to Google Drive

5. To allow permissions, touch Allow.

A screen appears that shows the folders in your Google Drive location.

|J £ l Scan To Google Drive Ijhfﬂf o O

Choose a destination

@ 5 Google Drive
(S

i o2v Event > A
' Adecco Temporary/Support Staff >
[ Administracion de Operaciones >
[ Arwatch >
ey Avp Cotalog > B

6. Navigate to the required destination folder for your scan, then touch OK.

The Scan to Google Drive screen appears.

Scan To Google Drive 2 sos|

|_| e

Do 4
& Documents m-{«

Match Originals

1 Sided

Xerox® Instant Print Kiosk 33
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Scanning a Document

7. Adjust the settings as required:
File Name

File Format

Output Color

2 Sided

Original Size

Original Orientation
Original Type

Auto Background Suppression
Resolution

Lighten/Darken

For more information about each of the settings, refer to Scan Options.
8. Touch Scan.

A screen appears that indicates that the system is calculating your job cost.

Calculating Scan to Google Drive Job Cost

x Cancel

When the calculation is complete, the Job Cost screen appears.

Sean to Google Drive Job Cost

34 Xerox® Instant Print Kiosk
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Scanning a Document

9. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Scan to Google Drive Job

N

A screen appears that indicates that your job is complete.

Your Scan Job Is Complete

B

Your Transaction Total Is $0.11

©) oo hore = s

Check Out

10. To scan another job, touch Do More.
The first Scan to Google Drive screen appears.
11. Repeat Step 7.—Step 10.

Xerox® Instant Print Kiosk 35
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Scanning a Document

12. To end your session, touch Check Out.

13. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

AThank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home

36 Xerox® Instant Print Kiosk
Quick Start Guide



Scanning a Document

Scan to Dropbox

To scan to Dropbox, perform the steps that follow:

1. Load your original documents.

e For single pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the
page away from you. Adjust the paper guides so that they fit against the original documents.

¥ Note: For information about parts of the printer, including the duplex automatic document
feeder and the document glass, refer to the User Guide at www.support.xerox.com.

2. Touch Dropbox.

Scan To

3. Insert or swipe your payment card.

Please Authorize Your Payment

EOEm crBEEE

Swipe or insert your payment card into the card reader.

Xerox® Instant Print Kiosk 37
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Scanning a Document

4. Enter your credentials, then touch Sign In.

A £ ‘ Sign in to Scan to Dropbox

33

Hign i 1 Dapiben 1 ok with Yereos
Sl Sorve

G g L

5. To allow permissions, touch Allow.

A screen appears that shows the folders in your Dropbox location.

(Me— | ¥i
]
| ™ ‘ < | Scan To Dropbox |5l
Choose a destination

& Dropbox

i o2Y Event

' Adecco Temporary/Support Staff
h Administracion de Operaci

ly Airwatch

@ 4ep Catalog

6. Navigate to the required destination folder for your scan, then touch OK.

The Scan to Dropbox screen appears.

!_| Scan To Dropbox _'Em_f:d

& Documents

Match Originaks

1 Sided

Auto Detect

Portrait

38 Xerox® Instant Print Kiosk
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Scanning a Document

Adjust the settings as required:
File Name

File Format

Output Color

2 Sided

Original Size

Original Orientation
Original Type

Auto Background Suppression
Resolution

Lighten/Darken

For more information about each of the settings, refer to Scan Options.
Touch Scan.

A screen appears that indicates that the system is calculating your job cost.

Calculating Scan To Dropbox Job Cost

el
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Scanning a Document

9. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Scan To Dropbox Job

A screen appears that indicates that your job is complete.

Your Scan Job Is Complete

v

Your Transaction Total Is $0.11

©) 0o More = sm

Cheek Oui

10. To scan another job, touch Do More.
The first Scan to Dropbox screen appears.
11. Repeat Step 7.—Step 10.

40 Xerox® Instant Print Kiosk
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Scanning a Document

12. To end your session, touch Check Out.

13. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

AThank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home

Xerox® Instant Print Kiosk 41
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Scanning a Document

Scan to OneDrive

To scan to OneDrive, perform the steps that follow:

1. Load your original documents.

e For single pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the
page away from you. Adjust the paper guides so that they fit against the original documents.

¥ Note: For information about parts of the printer, including the duplex automatic document

feeder and the document glass, refer to the User Guide at www.support.xerox.com.
2. Touch OneDrive.

Scan To

3. Insert or swipe your payment card.

Please Authorize Your Payment

EOEDED - BEEE

Swipe or ingert your payment card into the card reader.

42 Xerox® Instant Print Kiosk
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4,

Enter your credentials, then touch Next.

E"E Sign in to Scan to OneDrive

A screen appears that shows the folders in your OneDrive location.

| ) —
Elzl Scan To OneDrive Iﬁ‘ 7

Choose a destination

¥ 92v Event
[l Analystand Press Relations
[ core Team
@ Documents

i Extended Core Team

h Final Event Content

Navigate to the required destination folder for your scan, then touch OK.

The Scan to OneDrive screen appears.

IEI Scan To OneDrive

& Documents

Match Originaks

1 Sided

Auto Detect

Portrait

Scanning a Document

Xerox® Instant Print Kiosk
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Scanning a Document

6. Adjust the settings as required:
File Name

File Format

Output Color

2 Sided

Original Size

Original Orientation
Original Type

Auto Background Suppression
Resolution

Lighten/Darken

For more information about each of the settings, refer to Scan Options.
7. Touch Scan.

A screen appears that indicates that the system is calculating your job cost.

Calculating Your Scan To OneDrive Job

X Cancel

When the calculation is complete, the Job Cost screen appears.

Scan To OneDrive Job Cost

Price
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Scanning a Document

8. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Scan To OneDrive Job

J

A screen appears that indicates that your job is complete.

Your Scan Job Is Complete

B

Your Transaction Total Is $0.11

©) oo hore = s

Check Out

9. To scan another job, touch Do More.
The first Scan to OneDrive screen appears.
10. Repeat Step 6.—Step 9.
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Scanning a Document

11.  To end your session, touch Check Out.

12. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

AThank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home
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Scanning a Document

Scan to SharePoint

To scan to SharePoint, perform the steps that follow:

1. Load your original documents.

e For single pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the
page away from you. Adjust the paper guides so that they fit against the original documents.

¥ Note: For information about parts of the printer, including the duplex automatic document
feeder and the document glass, refer to the User Guide at www.support.xerox.com.

2. Touch SharePoint.

Scan To

3. Insert or swipe your payment card.

Please Authorize Your Payment

EOEDED - BEEE

Swipe or ingert your payment card into the card reader.
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Scanning a Document

4. Enter your credentials, then touch Next.

|EHE Sign in to Scan to Sharepoint

A screen appears that shows the folders in your SharePoint location.

(| < | Scan To SharePoint & 05 ok

Choose a destination

& SharePoint
iy ozv Event

h Adecco Temporary/Support Staff

ﬁ Administracién de Operaciones

ﬁr AirWatch

[ 2ep catalog

5. Navigate to the required destination folder for your scan, then touch OK.

The Scan to Sharepoint screen appears.

Scan To SharePoint

Match Criginats

1 Sided

R original size Auto Detect

[ originat orientation Partrait
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Scanning a Document

Adjust the settings as required:
File Name

File Format

Output Color

2 Sided

Original Size

Original Orientation
Original Type

Auto Background Suppression
Resolution

Lighten/Darken

For more information about each of the settings, refer to Scan Options.
Touch Scan.

A screen appears that indicates that the system is calculating your job cost.

Calculating Your Scan To SharePoint Job

)

¥ Cancel

When the calculation is complete, the Job Cost screen appears.

Scan Job Cost

Prica
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Scanning a Document

8. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Scan Job

\

Preparing to send...

A screen appears that indicates that your job is complete.

Your Scan Job Is Complete

v

Your Transaction Total Is $0.11

O‘D"m‘ & 5.0

Check Out

9. To scan another job, touch Do More.
The first Scan to SharePoint screen appears.
10. Repeat Step 6.—Step 9.
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Scanning a Document

11.  To end your session, touch Check Out.

12. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

AThank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home
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Scanning a Document

Scan Options

The following Scan options are available:

¥ Note: The options available depend on the Scan destination. Not all options listed are available
for all workflows.

Option Description

Password Protect | Use the Password Protect option to add a secure password to the file
that is sent in the email. To open the file, the email recipient is required
to enter the password that you specify with the Password Protect
option.

File Name Use the File Name option to specify a name for the file that contains
the scanned images. Use the touch screen keyboard to enter an
appropriate name for the file.

File Format Use the File Format option to specify the format of the saved image.
The following file format options are available:

e PDF
e PDF/A
e JPG

For PDF and PDF/A, to create a searchable PDF, touch PDF Searchable
(OCR).

Output Color Use Output Color to control the color rendering of the scanned image.
The following Output Color options are available:

e Black & White

e Color

e Grayscale

e Match Originals

2-Sided Use the 2-Sided options to set the device to scan one or both sides of an
original document. To rotate the second-side page images, use the
Rotate Side 2 option.

The following 2-sided options are available:
e 1 Sided

e 2 Sided

e 2 Sided, Rotate Side 2

Original Size To ensure that you are scanning the correct area of the documents,
specify the original document size. Select the size of the original
document, or to allow the device to detect the original document size,
touchAuto Detect.
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Option

Scanning a Document

Description

Original
Orientation

You can use the Original Orientation option to specify the layout of the
original images that you scan. The printer uses the information to
determine if images require rotation to produce the required output.

The following Original Orientation options are available:

e Portrait
e Landscape

|

Original Type

The printer optimizes the image quality of the scans based on the type
of images in the original document and how the original image was
created. The following Original Type options are available:

e Text & Photo
o Text

e Photo

e Map

e Newspaper

Resolution

Resolution determines how fine or grainy graphic images appear. Image
resolution is measured in dots per inch (dpi). The following Resolution
options are available:

e 72 dpi

e 100 dpi
e 150 dpi
e 200 dpi
e 300 dpi
e 400 dpi
e 600 dpi

Lighten/Darken

Use the Lighten/Darken slider to make the output image lighter or
darker.
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Scanning a Document
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Printing a Document

This chapter contains:

o AccessSing the Print FEATUMES ..........eeeiiiiee et e e e e e e e e e e 56
©  Print from EMQL....coooiiiiiee et e e e e e e e et e e e e e e nnnnaees 57
©  Print fTOM USB ..ottt e e e e e ettt e e e e e ettt e e e e e e e aeeee e e e nnnnees 64
e Print from GOOGLE DIVE......coiiiiiiiiiiiiieee ettt e e ettt e e e e e et eee e e e e nseeeeeeeennnnsnees 72
®  Print frOmM DrOPhOX ....ceiiiiiiiiie ettt e e e e et e e e e e e e e e e e e e aaeaaeeeennnnnaes 79
©  Print fromM ONEDIIVE ......eiiiiiiiei ettt e e e e e ettt e e e e e e e bt ee e e e e e e raaeeaee e e nnnnaes 86
o Print from SRAMEPOINT .....coiiiiiii ettt e e et e e eetree e 93
e Print from a Personal COMPULET.........coiiiiiiiiiiiie ettt e e e e e e 100
LI 010 o] T LR 107
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Printing a Document

Accessing the Print Features

To access the Print features, Touch Print.

Language

Instant Print Kiosk

What do you want to do today?

Fax

Copy Scan Print

The main Print From screen appears.

Print From

Google Drive™ Dropbox

-

OneDrive SharePoint Local PC
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Printing a Document

Print fromm Email

To print from email, perform the steps that follow:

1. Touch Email.

Print From

Google Drive™ Dropbox

m"

OneDrive SharePoint Local PC

2. Insert or swipe your payment card.

Please Authorize Your Payment

payment car card reader.

A message appears that prompts you to enter your release code.

< Print From Email

Email your document(s) to print@printme.com. You'll receive a reply containing
arelease code to enter below.
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Printing a Document

3. Enter your release code, then touch OK.

A screen appears that shows the Email items that are available to print.

i . 4 Print From Email

Choose the tem you would like to print

4. Select the item that you want to print.
5. Select the required Output Color option.

Select Output Color

The Print From Email screen appears.

Print From Email = F0.00
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Printing a Document

Adjust the settings as required:
Quantity

Page Range

Output Color

2-Sided

Staple

Hole Punch

Paper Supply

For more information about each of the settings, refer to Print Options.
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Printing a Document

7. To preview the document, touch Preview.

4

Reset

Quantity
E o
E Page Range Preview

i Output Color Color

2-Sided 1 Sided

|§| Paper Supply 8.5x11" |é]

Print

The Preview screen and page images appear.

e To scroll to the left or right, use the arrow buttons or swipe the screen in the direction
required.

Preview Change Settings

Train Your Dog @98, stop1
P B .‘ Bad Dog Discipline

Tap a page to see a larger version.

Page 1 0f 3
Print

e To enlarge the view, tap the page. The single page view is shown.

@ Spread to zoom in. 'x;‘ Pinch to zoom out.

e To zoom in on a specific area, using two fingers, touch and spread out the area required. The
zoomed in view is shown.
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Printing a Document

Lorem ipsum dolor sit amet, consectetur Orci varius natoque penatibus et magnis dis
adipiscing elit. Nunc in lacus dui. Ut pulvinar parturient montes, nascetur ridiculus mus.
quis dui a commodo. Mauris accumsan sapien Praesent in urna sed nulla sollicitudin finibus
odio, nec placerat libero luctus ac. Morbi nec vel justo. Integer eget consequat dolor.
accumsan nisi quis turpis tempor, vitae Suspendisse egestas bibend 1 d
elementum sapien egestas. Sed quis elit et Fusce sit amet mauris ultricies, lobortis orci
erat vulputate pulvinar vitae vel dui. Vivamus non, pulvinar tortor. Proin nibh risus, dictum
dictum justo nisl, at sodales risus dapibus nec volutpat eget, vehicula eu sapien.

eget. Nullam tincidunt, quam id vestibulum

porta, ex augue fermentum ipsum, nec blandit Integer viverra risus metus, ac accumsan velit
ipsum metus in dui. Duis efficitur sed nunc ut facilisis fermentum. Curabitur porttitor
auctor. Fusce ut facilisis erat. vel aliauam tincidunt nibh et nlacerat. Nam eu auctor nisi.

e To view a different area of the page, using your finger, drag the image to pan to the area
required.

e To zoom out, using two spread fingers, pinch the area inward.
e To exit the enlarged page view, touch X.

e To print the job from the Preview screen, touch Print. To adjust further settings, to exit the
Preview option, touch Change Settings. The main print screen is shown.

Touch Print.

A screen appears that indicates that the system is calculating your job cost.

Calculating Print Job Cost

N

¥ Cancel

When the calculation is complete, the Job Cost screen appears.

# Print From Email Job Cost

Price

Letter B&W Print
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Printing a Document

9. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Print Job

N

¥ cancel Job

A screen appears that indicates that your job is complete.

Your Print From Email Job Is Complete

v

Your Transaction Total Is $0.11

] ;
O nomore me 50T
Chack Out

10. To print another job, touch Do More.
The first Print From Email screen appears.
11. Repeat Step 6.—Step 10.
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Printing a Document

12. To end your session, touch Check Out.

13. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home
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Printing a Document

Print fromm USB

To print from USB, perform the steps that follow:
1. Touch USB.

Print From

OneDrive SharePoint Local PC

2. Insert or swipe your payment card.

Please Authorize Your Payment

EOEc rBE=EE8EE

=

Swipe or ingert your payment card into the card reader.

A message appears that prompts you to insert your USB drive.

Please Insert Your USB Drive

X Cancel
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Printing a Document

3. Insert your USB drive.

A screen appears that shows the folders and items that are available to print on your USB drive.

| < Print From USB [= 5011 |

Chach Cut

Choose the item you would like to print

«& USB Drive

W ssmpis Foioer

B resass notsepar

4. Select the item that you want to print.

| < Print From USB [= 5011 |

Chach Cut

Choose the item you would like to print

«& USB Drive

W ssmpis Foioer

amuwmm
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Printing a Document

5. Select the required Output Color option.

Select Output Color

i

Black &
White

The Print from USB screen appears.

l f Print From USB & o1

E Relezss Notes par

1 Sided

B5x11" |4

6. Adjust the settings as required:
Quantity

Page Range

Output Color

2-Sided

Staple

Hole Punch

Paper Supply

For more information about each of the settings, refer to Print Options.
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Printing a Document

7. To preview the document, touch Preview.

7
Reset
E Quantity
(0]
E Page Range Preview
i Output Color Color
2-Sided 1 Sided
|§| Paper Supply 8.5x11" |é]
Print

The Preview screen and page images appear.

e To scroll to the left or right, use the arrow buttons or swipe the screen in the direction
required.

Preview Change Settings

Train Your Dog @98, stop1
P B .‘ Bad Dog Discipline

Tap a page to see a larger version.

Page 1 0f 3
Print

e To enlarge the view, tap the page. The single page view is shown.

@ Spread to zoom in. 'x;‘ Pinch to zoom out.

e To zoom in on a specific area, using two fingers, touch and spread out the area required. The
zoomed in view is shown.
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Printing a Document

Lorem ipsum dolor sit amet, consectetur

odio, nec placerat libero luctus ac. Morbi
accumsan nisi quis turpis tempor, vitae
elementum sapien egestas. Sed quis elit et

dictum justo nisl, at sodales risus dapibus

auctor. Fusce ut facilisis erat. vel aliauam

adipiscing elit. Nunc in lacus dui. Ut pulvinar
quis dui a commodo. Mauris accumsan sapien

erat vulputate pulvinar vitae vel dui. Vivamus

eget. Nullam tincidunt, quam id vestibulum
porta, ex augue fermentum ipsum, nec blandit
ipsum metus in dui. Duis efficitur sed nunc ut

Orci varius natoque penatibus et magnis dis
parturient montes, nascetur ridiculus mus.
Praesent in urna sed nulla sollicitudin finibus
nec vel justo. Integer eget consequat dolor.
Suspendisse cgestas bibend Tesuad
Fusce sit amet mauris ultricies, lobortis orci
non, pulvinar tortor. Proin nibh risus, dictum
nec volutpat eget, vehicula eu sapien.

Integer viverra risus metus, ac accumsan velit
facilisis fermentum. Curabitur porttitor
tincidunt nibh et nlacerat. Nam eu auctor nisi.

To view a different area of the page, using your finger, drag the image to pan to the area
required.

e To zoom out, using two spread fingers, pinch the area inward.
e To exit the enlarged page view, touch X.

e To print the job from the Preview screen, touch Print. To adjust further settings, to exit the
Preview option, touch Change Settings. The main print screen is shown.
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Printing a Document

8. Touch Print.

A screen appears that indicates that the system is calculating your job cost.

Caleulating Print From USB Job Cost

Print Job Cost

Black & White, 8.5 117

Siaple

° conw‘
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Printing a Document

9. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Print From USB Job

A screen appears that indicates that your job is complete.

Your Print Job Is Complete

v

Your Transaction Total Is $0.11

] |
© voMore w50V
Chack Dt

10. To print another job, touch Do More.
The first Print from USB Drive screen appears.
11. Repeat Step 6.—Step 10.
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Printing a Document

12. To end your session, touch Check Out.

13. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home
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Printing a Document

Print from Google Drive

To print from Google Drive, perform the steps that follow:

1. Touch Google Drive.

Print From

L

Google Drive™ Dropbox

m"

OneDrive SharePoint Local PC

2. Insert or swipe your payment card.

Please Authorize Your Payment

EOEE »- BEEE

A

Swipe or ingert your payment card into the card reader.

3 Cancel 8 suffLogin

3. Enter your Google Drive credentials, then touch Next.

: ] < Sign in to Print From Google Drive
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Printing a Document

4. To allow permissions, touch Allow.

A screen appears that shows the folders and items that are available to print in your Google Drive
location.

& | £ Print From Google Drive

Choose a destination

& Photos
B whyspx-01.jpg

5. Select the item that you want to print.

6. Select the required Output Color option.

Select Output Color

The Print from Google Drive screen appears.

Print From Google Drive
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Printing a Document

7. Adjust the settings as required:
Quantity

Page Range

Output Color

2-Sided

Staple

Hole Punch

Paper Supply

For more information about each of the settings, refer to Print Options.
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Printing a Document

8. To preview the document, touch Preview.

7
Reset
E Quantity
(0]
E Page Range Preview
i Output Color Color
2-Sided 1 Sided
|§| Paper Supply 8.5x11" |é]
Print

The Preview screen and page images appear.

e To scroll to the left or right, use the arrow buttons or swipe the screen in the direction
required.

Preview Change Settings

Train Your Dog @98, stop1
P B .‘ Bad Dog Discipline

Tap a page to see a larger version.

Page 1 0f 3
Print

e To enlarge the view, tap the page. The single page view is shown.

@ Spread to zoom in. 'x;‘ Pinch to zoom out.

e To zoom in on a specific area, using two fingers, touch and spread out the area required. The
zoomed in view is shown.
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Printing a Document

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Nunc in lacus dui. Ut pulvinar
quis dui a commodo. Mauris accumsan sapien
odio, nec placerat libero luctus ac. Morbi
accumsan nisi quis turpis tempor, vitae
elementum sapien egestas. Sed quis elit et
erat vulputate pulvinar vitae vel dui. Vivamus
dictum justo nisl, at sodales risus dapibus
eget. Nullam tincidunt, quam id vestibulum
porta, ex augue fermentum ipsum, nec blandit
ipsum metus in dui. Duis efficitur sed nunc ut
auctor. Fusce ut facilisis erat. vel aliauam

Orci varius natoque penatibus et magnis dis
parturient montes, nascetur ridiculus mus.
Praesent in urna sed nulla sollicitudin finibus
nec vel justo. Integer eget consequat dolor.
Suspendisse egestas bibend Tesuad
Fusce sit amet mauris ultricies, lobortis orci
non, pulvinar tortor. Proin nibh risus, dictum
nec volutpat eget, vehicula eu sapien.

Integer viverra risus metus, ac accumsan velit
facilisis fermentum. Curabitur porttitor
tincidunt nibh et nlacerat. Nam eu auctor nisi.

e To view a different area of the page, using your finger, drag the image to pan to the area
required.

e To zoom out, using two spread fingers, pinch the area inward.
e To exit the enlarged page view, touch X.

e To print the job from the Preview screen, touch Print. To adjust further settings, to exit the
Preview option, touch Change Settings. The main print screen is shown.

9. Touch Print.

A screen appears indicating that the system is calculating your job cost.

Calculating Print From Google Drive Job Cost

Print From Google Drive Job Cost

Price

Letter Codor Print
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10. Touch Continue.

11.

A screen appears that indicates that your job is processing.

Processing Your Print Job

N

¥ cancel Job

A screen appears that indicates that your job is complete.

Your Print Job Is Complete

4

Your Transaction Total Is $0.11

] X
@ voMore = N
Check Jut

To print another job, touch Do More.

The first Print from Google Drive screen appears.

12. Repeat Step 7.—Step 11.

Printing a Document
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Printing a Document

13. To end your session, touch Check Out.

14.  Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home
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Print from Dropbox

To print from Dropbox, perform the steps that follow:

1. Touch Dropbox.

OneDrive

SharePoint

Print From

Google Drive™

-

Local PC

2. Insert or swipe your payment card.

BB

M cancel

° [ & B A

Swipe or ingert your payment cand into

Please Authorize Your Payment

Staff Login

Dropbox

the card reader.

3. Enter your Dropbox credentials, then touch Sign In.

Sign in to Print From Dropbox

33

Sag i o Drepbeon b bink whih Serow
Sl Sorve

Printing a Document
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Printing a Document

4, To allow permissions, touch Allow.

A screen appears that shows the folders and items that are available to print in your Dropbox
location.

& | £ Print From Dropbox

Choose a destination

i} Dropbox
[ o2 Event

h Adecco Temporary/Support Staff

i Administracién de Operaciones

[ Airwatch

@ A Catalog

5. Select the item that you want to print.

6. Select the required Output Color option.

Select Output Color

The Print from Dropbox screen appears.

f | Print From Dropbox

B whyspx-01.jpg
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Printing a Document

Adjust the settings as required:
Quantity

Page Range

Output Color

2-Sided

Staple

Hole Punch

Paper Supply

For more information about each of the settings, refer to Print Options.
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Printing a Document

8. To preview the document, touch Preview.

4

Reset

Quantity
E o
E Page Range Preview

i Output Color Color

2-Sided 1 Sided

|§| Paper Supply 8.5x11" |é]

Print

The Preview screen and page images appear.

e To scroll to the left or right, use the arrow buttons or swipe the screen in the direction
required.

Preview Change Settings

Train Your Dog @98, stop1
P B .‘ Bad Dog Discipline

Tap a page to see a larger version.

Page 1 0f 3
Print

e To enlarge the view, tap the page. The single page view is shown.

@ Spread to zoom in. 'x;‘ Pinch to zoom out.

e To zoom in on a specific area, using two fingers, touch and spread out the area required. The
zoomed in view is shown.
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Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Nunc in lacus dui. Ut pulvinar
quis dui a commodo. Mauris accumsan sapien
odio, nec placerat libero luctus ac. Morbi
accumsan nisi quis turpis tempor, vitae
elementum sapien egestas. Sed quis elit et
erat vulputate pulvinar vitae vel dui. Vivamus
dictum justo nisl, at sodales risus dapibus
eget. Nullam tincidunt, quam id vestibulum
porta, ex augue fermentum ipsum, nec blandit
ipsum metus in dui. Duis efficitur sed nunc ut
auctor. Fusce ut facilisis erat. vel aliauam

Orci varius natoque penatibus et magnis dis
parturient montes, nascetur ridiculus mus.
Praesent in urna sed nulla sollicitudin finibus
nec vel justo. Integer eget consequat dolor.
Suspendisse egestas bibend Tesuad
Fusce sit amet mauris ultricies, lobortis orci
non, pulvinar tortor. Proin nibh risus, dictum
nec volutpat eget, vehicula eu sapien.

Integer viverra risus metus, ac accumsan velit
facilisis fermentum. Curabitur porttitor
tincidunt nibh et nlacerat. Nam eu auctor nisi.

e To view a different area of the page, using your finger, drag the image to pan to the area

required.

e To zoom out, using two spread fingers, pinch the area inward.

e To exit the enlarged page view, touch X.

e To print the job from the Preview screen, touch Print. To adjust further settings, to exit the

Printing a Document

Preview option, touch Change Settings. The main print screen is shown.
Touch Print.

A screen appears that indicates that the system is calculating your job cost.

Calculating Print From Dropbox Job Cost

Elack & White, 8.5 117

Siaple

o cenw.
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Printing a Document

10. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Print Job

N

¥ cancel Job

A screen appears that indicates that your job is complete.

Your Print Job Is Complete

4

Your Transaction Total Is $0.11

] X
@ voMore = N
Check Jut

11. To print another job, touch Do More.
The first Print from Dropbox screen appears.
12. Repeat Step 7.—Step 11.
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13. To end your session, touch Check Out.

14.  Select a Receipt option.

Your Receipt

Print

S|

Print your receipt and
end this session.

No Receipt

End this session without
providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home

Printing a Document

Xerox® Instant Print Kiosk
Quick Start Guide
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Printing a Document

Print fromn OneDrive

To print from OneDrive, perform the steps that follow:

1. Touch OneDrive.

Print From

Google Drive™ Dropbox

m"

OneDrive SharePoint Local PC

2. Insert or swipe your payment card.

Please Authorize Your Payment

EOEm crBEERE

="

Swipe or ingert your payment card into the card reader.
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3. Enter your OneDrive credentials, then touch Next.

# | £ Sign in to Print From OneDrive

B® niicroach

Signin

A screen appears that shows the folders and items that are available to print in your OneDrive
location.

< | Print From OneDrive

Choose a destination

@& OneDrive
h Blog 1

h Blog Site Test

B Blogs

E Boundary Mail Relay Services

[ BRM CoP Home

4. Select the item that you want to print.
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5. Select the required Output Color option.

Select Output Color

1 by

Black &

White Color

The Print from OneDrive screen appears.

Print From OneDrive

6. Adjust the settings as required:
e Quantity

e Page Range

e Output Color

e 2-Sided

e Staple

e Hole Punch

e Paper Supply

For more information about each of the settings, refer to Print Options.
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7. To preview the document, touch Preview.

7
Reset
E Quantity
(0]
E Page Range Preview
i Output Color Color
2-Sided 1 Sided
|§| Paper Supply 8.5x11" |é]
Print

The Preview screen and page images appear.

e To scroll to the left or right, use the arrow buttons or swipe the screen in the direction
required.

Preview Change Settings

Train Your Dog @98, stop1
P B .‘ Bad Dog Discipline

Tap a page to see a larger version.

Page 1 0f 3
Print

e To enlarge the view, tap the page. The single page view is shown.

@ Spread to zoom in. 'x;‘ Pinch to zoom out.

e To zoom in on a specific area, using two fingers, touch and spread out the area required. The
zoomed in view is shown.

Xerox® Instant Print Kiosk 89
Quick Start Guide



Printing a Document

90

Lorem ipsum dolor sit amet, consectetur Orci varius natoque penatibus et magnis dis
adipiscing elit. Nunc in lacus dui. Ut pulvinar parturient montes, nascetur ridiculus mus.
quis dui a commodo. Mauris accumsan sapien Praesent in urna sed nulla sollicitudin finibus
odio, nec placerat libero luctus ac. Morbi nec vel justo. Integer eget consequat dolor.
accumsan nisi quis turpis tempor, vitae Suspendisse egestas bibend 1 d
elementum sapien egestas. Sed quis elit et Fusce sit amet mauris ultricies, lobortis orci
erat vulputate pulvinar vitae vel dui. Vivamus non, pulvinar tortor. Proin nibh risus, dictum
dictum justo nisl, at sodales risus dapibus nec volutpat eget, vehicula eu sapien.

eget. Nullam tincidunt, quam id vestibulum

porta, ex augue fermentum ipsum, nec blandit Integer viverra risus metus, ac accumsan velit
ipsum metus in dui. Duis efficitur sed nunc ut facilisis fermentum. Curabitur porttitor
auctor. Fusce ut facilisis erat. vel aliauam tincidunt nibh et nlacerat. Nam eu auctor nisi.

e To view a different area of the page, using your finger, drag the image to pan to the area
required.

e To zoom out, using two spread fingers, pinch the area inward.
e To exit the enlarged page view, touch X.

e To print the job from the Preview screen, touch Print. To adjust further settings, to exit the
Preview option, touch Change Settings. The main print screen is shown.

Touch Print.

A screen appears that indicates that the system is calculating your job cost.

Calculating Print Job Cost

N

¥ Cancel

When the calculation is complete, the Job Cost screen appears.

Print Job Cost

Black & White, 8.5x11°

Stapie
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Printing a Document

9. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Print Job

N

¥ cancel Job

A screen appears that indicates that your job is complete.

Your Print Job Is Complete

4

Your Transaction Total Is $0.11

] X
@ voMore = N
Check Jut

10. To print another job, touch Do More.
The first Print from OneDrive screen appears.
11. Repeat Step 6.—Step 10.
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12. To end your session, touch Check Out.

13. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home
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Print from SharePoint

To print from SharePoint, perform the steps that follow:

1. Touch SharePoint.

Print From

Google Drive™ Dropbox

m"

OneDrive SharePoint Local PC

2. Insert or swipe your payment card.

Please Authorize Your Payment

EOEm *cr BEEEE

= "

Swipe or ingert your payment card into the card reader.

Printing a Document

Xerox® Instant Print Kiosk
Quick Start Guide
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Printing a Document

3. Enter your SharePoint credentials, then touch Next.

Sign in to Print From Sharepoint

B® risronah
Sign in

A screen appears that shows the folders and items that are available to print in your Sharepoint
location.

!ﬁ | < | Print From SharePoint
Choose a destination

( & SharePoint

ﬁ Adecco Temparary/Suppaort Staff
r._' Administracién de Operaciones

fa Airwatch

i App Catalog

4. Select the item that you want to print.
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5. Select the required Output Color option.

Select Output Color

B

=

The Print from SharePoint screen appears.

| ! Print From SharePoint

B whyspx-01jpg

F7 guantity

Bﬂmw

'mmcolw
2- Sided

Paper Supply

6. Adjust the settings as required:
Quantity

Page Range

Output Color

2-Sided

Staple

Hole Punch

Paper Supply

For more information about each of the settings, refer to Print Options.
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7. To preview the document, touch Preview.

4

Reset

Quantity
E o
E Page Range Preview

i Output Color Color

2-Sided 1 Sided

|§| Paper Supply 8.5x11" |é]

Print

The Preview screen and page images appear.

e To scroll to the left or right, use the arrow buttons or swipe the screen in the direction
required.

Preview Change Settings

Train Your Dog @98, stop1
P B .‘ Bad Dog Discipline

Tap a page to see a larger version.

Page 1 0f 3
Print

e To enlarge the view, tap the page. The single page view is shown.

@ Spread to zoom in. 'x;‘ Pinch to zoom out.

e To zoom in on a specific area, using two fingers, touch and spread out the area required. The
zoomed in view is shown.
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Lorem ipsum dolor sit amet, consectetur Orci varius natoque penatibus et magnis dis
adipiscing elit. Nunc in lacus dui. Ut pulvinar parturient montes, nascetur ridiculus mus.
quis dui a commodo. Mauris accumsan sapien Praesent in urna sed nulla sollicitudin finibus
odio, nec placerat libero luctus ac. Morbi nec vel justo. Integer eget consequat dolor.
accumsan nisi quis turpis tempor, vitae Suspendisse egestas bibend 1 d
elementum sapien egestas. Sed quis elit et Fusce sit amet mauris ultricies, lobortis orci
erat vulputate pulvinar vitae vel dui. Vivamus non, pulvinar tortor. Proin nibh risus, dictum
dictum justo nisl, at sodales risus dapibus nec volutpat eget, vehicula eu sapien.

eget. Nullam tincidunt, quam id vestibulum

porta, ex augue fermentum ipsum, nec blandit Integer viverra risus metus, ac accumsan velit
ipsum metus in dui. Duis efficitur sed nunc ut facilisis fermentum. Curabitur porttitor
auctor. Fusce ut facilisis erat. vel aliauam tincidunt nibh et nlacerat. Nam eu auctor nisi.

e To view a different area of the page, using your finger, drag the image to pan to the area
required.

e To zoom out, using two spread fingers, pinch the area inward.
e To exit the enlarged page view, touch X.

e To print the job from the Preview screen, touch Print. To adjust further settings, to exit the
Preview option, touch Change Settings. The main print screen is shown.

Touch Print.

A screen appears that indicates that the system is calculating your job cost.

Calculating Print Job Cost

N

¥ Cancel

When the calculation is complete, the Job Cost screen appears.

Print Job Cost

Black & White, 85x11°

Stapie
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9. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Print Job

N

¥ cancel Job

A screen appears that indicates that your job is complete.

Your Print Job Is Complete

4

Your Transaction Total Is $0.11

[ ] 5
O oMore = 0N
‘Chech Oui

10. To print another job, touch Do More.
The first Print from SharePoint screen appears.
11. Repeat Step 6.—Step 10.
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12. To end your session, touch Check Out.

13. Select a Receipt option.

Your Receipt

Print

S|

Print your receipt and
end this session.

No Receipt

End this session without
providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home

Printing a Document

Xerox® Instant Print Kiosk
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Print from a Personal Computer

To print from a personal computer to the kiosk, perform the steps that follow:

V4
1,

N o v B

Note: This procedure requires installation of the PrintMe print driver on the personal computer.

At the personal computer, select File— Print.
Choose the PrintMe print driver.
Click Print.

Your print job is submitted to the print kiosk. The Document ID appears on the personal
computer screen.

To view the release code, enter optional Email ID, or touch Skip.
Note the Release Code, then go to the kiosk.
Select Print, then select Email.

Insert or swipe your payment card.

Please Authorize Your Payment

EOEmE c BEEE

- i

Swipe or insert your payment card into the card reader.

| < Print From Email

Email your document(s) to print@printme.com. You'll receive a reply containing
arelease code to enter below.

100  Xerox® Instant Print Kiosk
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8. Enter your release code, then touch OK.

A screen appears showing the Email items available to print.

& . L4 Print From Email

Choose the em you would like to print

9. Select the item that you want to print.
10. Select the required Output Color option.

Select Output Color

The Print from Email screen appears.

Print From Email - $0.00
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11.  Adjust the settings as required:
Quantity

Page Range

Output Color

2-Sided

Staple

Hole Punch

Paper Supply

For more information about each of the settings, refer to Print Options.
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12. To preview the document, touch Preview.

test //

Reset

Quantity
E o
E Page Range Preview

i Output Color Color

2-Sided 1 Sided

|§| Paper Supply 8.5x11" |é]

Print

The Preview screen and page images appear.

e To scroll to the left or right, use the arrow buttons or swipe the screen in the direction
required.

Preview Change Settings

Train Your Dog @98, stop1
P B .‘ Bad Dog Discipline

Tap a page to see a larger version.

Page 1 0f 3
Print

e To enlarge the view, tap the page. The single page view is shown.

@ Spread to zoom in. 'x;‘ Pinch to zoom out.

e To zoom in on a specific area, using two fingers, touch and spread out the area required. The
zoomed in view is shown.
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Lorem ipsum dolor sit amet, consectetur Orci varius natoque penatibus et magnis dis
adipiscing elit. Nunc in lacus dui. Ut pulvinar parturient montes, nascetur ridiculus mus.
quis dui a commodo. Mauris accumsan sapien Praesent in urna sed nulla sollicitudin finibus
odio, nec placerat libero luctus ac. Morbi nec vel justo. Integer eget consequat dolor.
accumsan nisi quis turpis tempor, vitae Suspendisse egestas bibend 1 d
elementum sapien egestas. Sed quis elit et Fusce sit amet mauris ultricies, lobortis orci
erat vulputate pulvinar vitae vel dui. Vivamus non, pulvinar tortor. Proin nibh risus, dictum
dictum justo nisl, at sodales risus dapibus nec volutpat eget, vehicula eu sapien.

eget. Nullam tincidunt, quam id vestibulum

porta, ex augue fermentum ipsum, nec blandit Integer viverra risus metus, ac accumsan velit
ipsum metus in dui. Duis efficitur sed nunc ut facilisis fermentum. Curabitur porttitor
auctor. Fusce ut facilisis erat. vel aliauam tincidunt nibh et nlacerat. Nam eu auctor nisi.

e To view a different area of the page, using your finger, drag the image to pan to the area
required.

e To zoom out, using two spread fingers, pinch the area inward.
e To exit the enlarged page view, touch X.

e To print the job from the Preview screen, touch Print. To adjust further settings, to exit the
Preview option, touch Change Settings. The main print screen is shown.

13. Touch Print.

A screen appears that indicates that the system is calculating your job cost.

Calculating Print Job Cost

N

¥ Cancel

When the calculation is complete, the Job Cost screen appears.

# Print From Email Job Cost

Price

Letter B&W Print
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14. Touch Continue.

A screen appears that indicates that your job is processing.

Processing Your Print Job

N

¥ cancel Job

A screen appears that indicates that your job is complete.

Your Print From Email Job Is Complete

v

Your Transaction Total Is $0.11

] ;
O nomore me 50T
Chack Out

15. To print another job, touch Do More.
The first Print from Email screen appears.
16. Repeat Step 11.—Step 15.
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17. To end your session, touch Check Out.

18. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A Home
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Print Options

The following Print From options are available:

Option

Printing a Document

Description

O

Preview

Use this option to view the pages for printing. Touch Preview. The
Preview screen and the page images appear:

e To scroll to the left or right, use the arrow buttons or swipe the
screen in the direction required.

e To enlarge the view, tap the page. The single page view is shown.

e To zoom in on a specific area, using two fingers, touch and spread
out the area required. The zoomed in view is shown.

e To view a different area of the page, using your finger, drag the
image to pan to the area required.

e To zoom out, using two spread fingers, pinch the area inward.
e To exit the enlarged page view, touch X.

Quantity

Use the Quantity option to enter the number of prints required. Using
the touch pad, enter 1—999 prints. To clear an incorrect entry, use the C
option.

Page Range

Use this option to enter the page range required. The following Page
Range options are available:

o All
e Single
e Page Range

Output Color

Use Output Color to control the color rendering of the image. The
following Output Color options are available:

e Black & White
e Color

2-Sided

Use the 2-Sided options to set the device to print the document 1-sided
or 2-sided. To rotate the second-side page images, use the Rotate Side 2
option. The following 2-Sided options are available:

e 1 Sided
e 2 Sided
e 2 Sided, Rotate Side 2

Staple

Use the Staple option to produce stapled sets. The following Staple
options are available:

e No Staple

e Portrait

e Landscape
e Dual Staple
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Description
Hole Punch Use the Hole Punch option to produce output with 2, 3, or 4 holes.
Paper Supply Use Paper Supply to select the paper tray to use. If Auto Select is

selected, the printer chooses the paper tray based on the original
document size and the selected settings.
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Faxing a Document

This chapter contains:

e ACCESSING the FAX FEALUIES.....coiiiiieiiiiee e eeeeeeeeeaeees 110
o FaXiNG G DOCUMENT.....oiiiiiiiiiiiii ettt e e e e e e e eeees 111
LI oV @] o) (o] o LTSRN 116
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Accessing the Fax Features

To access the fax features, touch Fax.

Language

Instant Print Kiosk

What do you want to do today?

Fax

Copy Scan Print

The Fax screen appears.

Local and Long Distonce. 10 digits -0
Intemational: 07 1-Country code-Fax Number

Pinane dooble check The fsx nuimber W wae ta make sie we serd your documa (i) 1o the dght place!
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Faxing a Document

To fax a document, perform the steps that follow:

1.

Load your original documents.

e For single pages or paper that cannot be fed using the duplex automatic document feeder,
use the document glass. Lift the duplex automatic document feeder, then place the original
document face down in the upper-left corner of the document glass.

e For multiple, single, or 2-sided pages, use the duplex automatic document feeder. Remove any
staples and paper clips from the pages. Insert the original documents face up in the duplex
automatic document feeder, with the left side entering the feeder first, and the top of the
page away from you. Adjust the paper guides so that they fit against the original documents.

¥ Note: For information about parts of the printer, including the duplex automatic document
feeder and the document glass, refer to the User Guide at www.support.xerox.com.

Touch Fax.

Language

Instant Print Kiosk

What do you want to do today?

Fax

Copy Scan Print

Touch Continue.

Please Note That Sending a Fax Takes Approximately
1 Minute Per Page

Your transaction will not be complete until your fax is sent

X Cancel > Continue
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Faxing a Document

4. Insert or swipe your payment card.

Please Authorize Your Payment

EAOEmE » BEEE

Swipe or insert your payment card into the card reader.

The Fax screen appears.

5. Use the screen keypad to enter the 10digit fax number, then touch OK.

Pliann doobls check 1he fax nuimbet. Wo wae 1o make e we secd your documar(i] 16 th dght place

= 5055
Chack Dut

1 Sided

Fine {200dpi)

Aanto Detect

™

6. Adjust the settings as required:

e 2-Sided

e Resolution

e Original Size
e Cover Sheet

For more information about each of the settings, refer to Fax Options.
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7. Touch Fax.

0

To: 5555551212

Fine {200dpi)

At Detect

o

A screen appears that indicates that the system is calculating your job cost.

Caleulating Fax Job Cost

.

% Cancel Job

When the calculation is complete, the Job Cost screen appears.
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8. Touch Continue.

Fax Job Cost

Long Dertance, Page 1

Long Distance, Subsequent Pages

Tox

Job Tatal

M Cancel Job & Continue

A screen appears that indicates that your job is processing.

Processing Your Fax Job

)

Preparing o send...

A screen appears that indicates that your job is complete.

Your Fax Job Is Complete

v

Your Transaction Total Is $0.75

]
0 Do b - 3075
(=]

9. To fax another job, touch Do More.
The first Fax screen appears.

10. Repeat Step 5. — Step 9.
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11.  To end your session, touch Check Out.

12. Select a Receipt option.

Your Receipt

Print No Receipt
Print your receipt and End this session without
end this session. providing a receipt.

The Thank You screen appears.

Thank You for Using the Xerox® Instant Print Kiosk

A rome
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Fax Options

The following Fax options are available:

Option

2-Sided

Description

Use the 2-Sided options to set the device to scan one or both sides of
an original document. To rotate the second-side page images, use the
Rotate Side 2 option.

The following 2-sided options are available:
e 1 Sided

e 2 Sided

e 2 Sided, Rotate Side 2

Resolution

Resolution determines how fine or grainy graphic images appear.
Image resolution is measured in dots per inch (dpi). The following
Resolution options are available:

e Standard (200 x 100 dpi)

e Fine (200 dpi)

Original Size

To ensure that you are scanning the correct area of the documents,
specify the original document size. Select the size of the original
document, or to allow the device to detect the original document size,
select Auto Detect.

Cover Sheet

You can use the Cover Sheet option to add an introduction page to the
beginning of your fax. You can add a short message to the cover sheet,
and add From and Attention details.

For information about faxing a document, refer to Faxing a Document.
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