Private Printing on Toshiba (was locked printing on Ricoh)

On Computer, set to private printing and print:
1- Open file to be printed (i.e. Word Document).
2- Click on File/Print.

3- Click on Printer Properties

4- In Printer Properties, go to the “Basic” Tab.

5- Change Print Job (in the upper left) from “Normal Print” to “Private Print”.   Then click the ellipsis to the right Private Print.  Enter a desired print password and click on OK.

6- Click on OK on the Print Properties box to go back to the application.

7- Click print in application.


Release the print job on the printer:
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1- On the printer’s control panel, press the Print icon.

2- Change the Job Type to “Private”.

3- Select your user name and press OK.

4- Enter the password of the print jobs (not you career account password) and then press OK.

5- Select document(s) to print.

6- Press Print.






