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Click START at the bottom left


of your computer.





Click PRINTERS and FAXES





RIGHT Click RIGHT Click PRINTER PROPERTIES (not PROPERTIES)on the workroom printer icon.





Yours might say CANON-workroom or OFFICE-workroom, or IR-055 (something like that)





Check these 3 boxes, then click SETTINGS





Click DEVICE SETTINGS





Only the workroom printer will look like this when you click PROPERTIES





�





Check Allow PIN setting


Enter your copy code in Department ID and PIN 


Click OK





Click on GENERAL tab


Click PRINTING PREFERENCES button





Choose Secured Print in dropdown box





Click OK





Click APPLY and then OK








