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Account Track (also known as User Codes)

Go to an application from which you can print.

File->Print...

At this point, you may see just Printer and Presets, or you may see expanded
options. If you just see Printer and Presets, expand by clicking on the triangle
button next to the Printer drop down box.

Printer: [ macdonald-654 @

Presets: [ Standard

(?) (_PoFv ) ( Preview ) ( cancel ) ( Print )

Select the desired printer.

macdonald-654

Printer:

Presets:
Copies: 1 M Collated
Pages: @ All
O From: 1 to: 1
Paper Size: | 8 1/2x11 v | 21.59 by 27.94 cm
Orientation: .I I Scale: 100 %
[ Firefox }—?1

Options: | ! Print Selection Only
Elgnore Scaling and Shrink To Fit Page Width

Appearance: || Print Background Colors
[ Print Background Images

Frames: (*) As Laid Out on the Screen
(O The Selected Frame
() Each Frame on Separate Pages

Page Headers: | Title %) (--blank-- %) (URL ]
Left Center Right
Page Footers: [ Page # of # [%] [ —-blank-- |4 [ Date/Time [3]
@ (Crint )




* Select Output Method in the section drop down box.

Printer: [macdonald-654 N 8
Presets: | Standard =)

Copies: 1 ' ™ collated

Pages: @ All
OFrom: 1 Ltor 1

Paper Size: | 8 1/2x11 21.59 by 27.94 cm

Orientation:

Output Method

® Paper View
iled I -
O Detailed Information g Collate
81/2x11
v [ Offset

81/2x11

Output Method:

[ Print q

x1 (O] User Authentication

g:l () Account Track

R a -

@ (Cprint )
T ———

This will change the options available in the section below.



e Ensure Account Track checkbox is selected.

Printer: [macdonald-654 ﬁ 8
Presets: | Standard =)
Copies: 1 ECollated
Pages: @ All
OFrom: 1 Lt 1
Paper Size: | 8 1/2x11 21.59 by 27.94 cm
Orientation: .I I Scale: 100 %
[ Output Method m
© Paper View
O Detailed Information # Collate
81/2x11 H
v (] Offset

81/2x11

Output Method:
| Secure Print v

L ation

% g Account Track
o
B 8"
o
Detail Settings...

@ Corv) Coreview) (Cancel ) Crine)

[E11]

This may cause an Account Track popup windows to appear.



If an Account Track dialog box appears, do the following:
* Inthe Department Name text box, enter your department name. For
many people, this is optional.

Account Track

§| Department Name:
Ty

Password:

M Save Settings

[_] Do not show this window when setting

Default ) ( Cancel ) ( oK )

* Inthe Password box, enter the Password. For many people, this is
the same user code that they used in the Ricohs. Note that this is case
sensitive.

Account Track

§| Department Name:
Ty

Password:

M Save Settings

[_] Do not show this window when setting

( Default ) (" Cancel ) ( OK )




* Ensure that the Save Settings check box is selected

Account Track

§| Department Name:
ITy

Password:

@] Save Settings

) Do not show this window when setting

( Default ) ( Cancel \:( oK )

¢ Ifthe Account Track dialog box does not appear, it may already be set.
However, in the event that the Department Name or Password needs to be
set or altered, do the following:



Click the Detail Settings... button.

Printer: [macdonald-654 W 8
Presets: | Standard =)
Copies: 1 ECoIIated
Pages: () All
OFrom: 1 tor 1
Paper Size: [ 8 1/2x11 [4] 2150 by 27.94cm
Orientation: M ]@ Scale: 100 %
{ Output Method ﬁ
® Paper View
O Detailed Information ¥ Collate

81/2x11
v [ Offset

81/2x11

Output Method:

[ Print ﬂ

(7] User Authentication

%I () Account Track
£\,
e

C iz D
\
@ ( PDFv) (Preview) @

This will cause the Details Settings dialog box to appear.



* Ifnecessary, expand the Account Track options by clicking on the
triangle next to it.

Detail Settings

Settings:

> Secure Print
> Save in User Box

gser Authentication
‘Administrator Settings

( Expand All ) ( Collapse All )

C o )

This will permit you to see if a Department Name and Password have
been set.

* To modify Secure Print ID and/or Password, double click anywhere
on the Secure Print, Secure Print ID or Password settings or click
on the Settings... button.

Detail Settings

Settings:

> Secure Print
> Save in User Box
» User Authentication

¥ *._cuunt Irack

Department Name ITS )

e

» Administrator Settings

r = )

( expandAll ) ( Collapse All )

C o

This will cause the Account Track dialog box to appear.



* Inthe Department Name text box, enter your department name. For
many people, this is optional.

.. AccountTrack

E Department Name:

Password:

8 Save Settings

] Do not show this window when setting

( Cancel )(—91—9

* Inthe Password box, enter the Password. For many people, this is
the same user code that they used in the Ricohs. Note that this is case
sensitive.

l

@ Department Name:
it J

Password:

'i
‘

8 Save Settings

] Do not show this window when setting

( Cancel )E—SI(—)




* Ensure that the Save Settings check box is selected

. AccoumTrack
f Department Name:
iy )

Password:

[ceees |

] Do not show this window when setting

(" Cancel ) 0Kk
 ——

* C(lick the OK button.
o AcoumtTack
f Department Name:
Iy )

Password:

[ceens |

[} Do not show this window when setting

a Save Settings |




