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Pharos Secure

Printing/Scanning/Faxing Instructions
With Pharos Secure
You Can Use any Pharos Secure Machine On Campus
Including all machines in the Academic Service Centers
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HOW TO PRINT To PHAROS SECURE
FROM YOUR COMPUTER

Step 1: At your computer, select
File/Print/Select Printer: CP_Ricoh_Secure_Printing

CP_HAS4501_DirectPrint
CP_HASS5501_DirectPrint

CP_HASS5501fx_DirectPrin /
v humdean
Ricoh MP 2550 PS

Nearby Printers

Add Printer...

Print & Scan Preferences..
F i
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Step 2: Edit your Printer Settings, e.g. enable two-sided printing or tell it to staple

Sample: Enable Two-Sided printing *imitate this print screen for each option

Printer: | CP_Ricoh_Secure_Printing b-éq @

Standard @

[
[

Presets:

[ Layout @

Pages per Sheet: | 1

W | 1
Layout Direction: :1 S Vl

£

Border: | None

.

Two-Sidec v Off
E Long-Edge binding

~ Short-Edge binding

@ (_PDFv ) (_Preview ) ( Cancel ) ( Print )

Sample: Enable Stapling *imitate this print screen for each option
[} e

Printer: [ CP_Ricoh_Secure_Printing @ E]
Presets: | Standard 4
' Printer Features 34

Feature Sets: | General3 |4

CMYK Simulation Profile: | Off B
Paper Type: | Plain/Recycled )
Destination: | Printer Default 49
Swp'em

| Top left
Punch1 Top right
Rotate 2 at left ff @

 2atright .

. 2attop

(@) ( PDF 2 atcenter ( cancel ) ( Print )
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Step 3: Enter your Cruz ID and click “Print.” This sends your print job into the printing queue.
000 Pharos Popup

Enter your CruzID (your UCSC email address is CruzlD@ucsc.edu)

[ J

This associates your print job with your account; you can then print it at any Copier Program
copier that uses Pharos. If you enter anything other than your CruzID, your print job will not be
available to you to print.

| Cancel | Go Back @

Go to your nearest Pharos Secure Printer and do the following:

Step 4: Enter your Cruz ID and click OK

Shift Lock || nift
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Step 5: Enter your copier code password and click OK

UNIVERSITY OF CALIFORNIA, SANTA CRUZ
PERSON NAMED BELOW IS A MEMBER OF THE STAFF
OF THE UNIVERSITY OF CALIFORNIA AT SANTA CRUZ.
lotge R Blenerthe!

Loreleli Sterling

% % Q/ 09/16/2010

Lomployee Signatiire Date Issued

00000 1234 06/30/2013

1 I-m,b!oyu ldentification Number Valid Until

This card is the property of the University of California and wust be
returned 1o the issuing cffice before termination of employment.
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Step 6: Click your charge-to code (this is pre-programmed) - Click It

“Charge to:
! 19900~-402761-002580-4()

ystem Charoes - Paid Monthly

on Yy

($930.48) |

Personal Account

($930.48)

Print \ ﬂ Print ALl

Step 8: Click “Logout”
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HOW TO COPY

Step 1: Click the “Copy” button on the left side of the machine

Step 3: Select your Settings e.g. 2-sided, staple, color or black and white. Use the numeric keypad on
the right to select quantity

Step 4:Click the “Start” button
Step 5: Click the “Other Function” button on the left side of the machine and click “Logout”

. -
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HOW TO SCAN AND EMAIL YOURSELF A PDF

Step 1: Click the “Scanner” button

' O Printer '
4 Scanner '

@) Other Function

Step 2: Place your paper in the top tray or inside the top cover

Step 3: Select your name in the directory or click the “Manual Entry” tab and enter your email
address

Read Search Dest, Preview m I

Emal \| Foldr \

B | Mo |psust b Recent |
» | [t e | o | er | ot J ik Jum [[opo [ rsT [[um [0z flom

{00004) [(00006) {00007} {00008) [00009) H(noow)
|Abrams, Z.|Aladro-FonfAnthony, Df|Aptheker, [|Arondekar, [|lAso, N.
ype [RIRD ST < B. A.
{00011] [00013) {00014) (00015} {00016 {o0017) 4
¢/ Name Atanasoski Balalarishn garahona. Barad, K. [|Barcelo, BlfBasu, D. 1
i Filg Text Subject Seaurity Sender Name i Recept. Not

Step 4: Click the “Start” button. It will email you a PDF.
Step 5: Press # to exit.
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HOW TO FAX

Step 1: Click the “Facsimile” button
*NOTE: Not all machines have this function.

Step 2: Place your paper in the top tray or inside the top cover

L

el | [\ s

Step 3: Fax to an On-Campus or Off-Campus Number. Use the numeric keypad.

Off-campus local: Press “6” and then the number e.g. 6-233-6123

Off-campus long distance: Press “6” and “1” plus area code then the number e.g. 6-1-916-354-2314
On-campus: Press “9” and the last four digits e.g. 95218

Off-campus - long distance On-campus

(8 ] o[ & [ o

Step 4: Press “Start” *Wait a few minutes, it will print a confirmation page
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HOW TO SCAN AN UNUSUAL-SIZED DOCUMENT

Step 1: Click on the Scanner Button

' ) Printer '
4, Scanner '

@) Other Function

Step 4: Click Scan Size and Select a Pre-set size, Auto
Detect size or select Custom Size

| SnSiee ) Edit Lt

Sizes Detect

S mxsa || sxne || sxia
Ao (| ma ) me |
A_wxe | wso | e |

Step 2: Load your Document on the Top
Scanner

Step 5: If you selected “Custom Size,” edit the Original
Size and Scan Area X and Y. Use the numeric keypad.
Click OK and OK again.

il
X2 , X3
S

n > :
X1 | 15 Sinch [|¥1/10.5 inch |

’Tx Position
| X2| 0.0 inch ] ¥2| 0.0 inch |

e R
_l__ et

"mur a

26115.5 oo | ETRRSIN

: ] : MH\

Original Feed Type

ginal Mg

Step 6: Click the “Preview” button.

Step 7: To send it to yourself, select your name in the
directory or click the “Manual Entry” tab and enter your
email address

||| Scanned Files Status | l Check Modes i

Store File

Step 8: Click “Start” and then #

Step 9: It displays a preview. Click “Send” or “Cancel.” If
you select cancel, go back to Step 3.
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