
Print Release Walkthrough 
*Copier Setup 



“Follow Me Printing”  

• Follow Instructions to set up Primary and Secondary Machines 

 



1st Logon to copier Webpage 

 

• Input copier IP Address or Host Name into URL bar of Internet Browser. 

• Your Copier WebPage Should look like this. 



• Click “Login” Button in upper right hand corner of webpage. 

• Input Password to login.  

• Default Username: admin 

• Default Password: admin 



• Once Logged in, select “System Settings” Tab. 



The 1st step to initiating Print Release is to enable the Print Release function within the copier WebPage. (Follow These Steps) 

 

 

• Select “Printer Settings” 



• Select “Print Release Settings” Tab. 



Follow the steps provided to Setup “Primary Machine” 

• “Enable” Print Release 

• Check box for “Force to Enable the Print Release Function” 

• Check box “Print B/W” (This only defaults the users print job to B/W, Isnt doesn't force) 

• Check box “Print and Delete the Data” 

• Finally Choose number of “Days” print jobs will be stored before automatic deletion 

• Click “Submit” 



Follow the steps provided to Setup “Secondary Machine” 

• “Enable” Print Release 

• Switch dropdown box from “Primary Unit” to “Secondary Unit” 

• Enter the “IP Address” of Primary Machine 

• Check box “Print B/W” (This only defaults the users print job to B/W, Isnt doesn't force) 

• Check box “Print and Delete the Data” 

• Finally Choose number of “Days” print jobs will be stored before automatic deletion 

• Click “Submit” 



The next step is to add the “Print Release” button to the Copier Display Panel 

 

• Select “Systems Settings” 



 • Select “Home Screen Settings” 



• Scroll down the screen until you see the button slots 

• Choose any of the button slots you desire 



• Check the bubble next to “Print Release” 

• Scroll down the screen and select “Submit” 



• Your copier Display should show the print release button like this 



After printing, the user will choose the “Print Release” button on the display and get the following display 

1. Select one or more of your print jobs  

2. Change the print options 

3. Delete the job/ or Print the Job 

 



Success!! 

 

Keep in mind, 

• If the copier has “User Authentication” Enabled, the CORRECT Creden-

tials must be entered under the “Job Handling” tab of the print driver. 

Otherwise the print job will act as though it sent from the users PC, but 

never show up under the “Print Release” button. 

 


