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Please use this as a guide for an external visitor to submit a document to print
via email without needing an access card. It will also allow for access to copy
and scan to email when logged onto Lexmark PaperCut MFDs.

Instructions

Send a Print job as a guest.

Step 1 - In your email application, open a new email.

Step 2 - In the To field, enter SecurePrintRelease@justice.nsw.gov.au.

Untitled - Message (HTML)

File Message Insert Draw Options FormatText Review Help Acrobat Q Tellme
R b 8§ & O
Paste ED Basic | Names | Include | Attach File Tags Dictate | Sensitivity Editor Immersive | |>
v | Textv v v via Link v v v Reader
Clipboard [N Adobe Acrobat Voice Sensitivity Editor Immersive A
5 To SecurePrintRelease@justice.nsw.gov.au |
Send Cc Justice Secure Print %
secureprintrelease@justice.nsw.gov.au
Siject & o cabel v
Kind Regards v
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Step 3 - Attach a file you wish to print to the email Include PDF, Office, or image document as an
attachment to an email. Enter a subject and send.

Don’t put anything in the body of the email as it won’t print.

Sample File - Message (HTML)

Tell me

File Message Insert Draw Options FormatText Review Help Acrobat Q

mrilalelie] @ k8| & & O

Paste EB Basic | Names | Include | Attach File Tags Dictate | Sensitivity Editor | Immersive ||>
v & | Text~ v v via Link ¥ i v Reader
Clipboard N Adobe Acrobat Voice Sensitivity Editor Immersive ~
B To Justice Secure Print;
Send Cc
Subject Sample File @ No Label v
N .
% Sample File.docx o
12 KB

<

e You will receive a return email with a 6-digit ID Number. Use this ID for all future guest
printing.

Using your PIN to print

Step 1 - At the PaperCut device screen select the arrow for ID Number.

e VNC Viewer - Google Chrome

A Mot secure | Rips//10.166.227.16/noVNC/launch_novnc.html?encrypt=18path=vnc

Connected

=]
PaperCutMF Login

Welcome to Secure Print at DCJ.

Hold your ID card against reader on the side,
login manually below or enter ID Number to collect Guest Printing.

Username and Password w

ID Number ‘E’

IPaﬁul MF v3.1.3 —
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Step 2 - Enter the Number ID and select Next.

Enter ID

\- f Min characters = 1

4 Caps a s d f g h i k | : . Clear
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Step 3 - Select Print Release

@ VNC Viewer - Google Chrome: — [m] x
L

A Not secure | hitpsy//10.166.227.16/ncVNC/launch_novnc.htmi?encrypt=18&path=vnc

guest-markmenulty_at.. 2

B Ka

E-mail Status/Supplies Job Queue Settings

Step 4 - Select which job to release and then print or Select Print AlL

PaperCut’
Held Print Jobs

Document Pages Cost

PDF test doc.pdf {(markmecnu... 1 $0.0
PDF test doc.pdf 1 $0.01

141

ard key [Kevhoard keyv="Printer hard key]
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