Setting up Account Numbers only:
Go to the web page for the copier

Login as the administrator

Click “User Control”

Click “Default Settings”

Change “User Authentication” to “Enable”

Click “Authenticate a User by User Number Only”

Check “A Warning When Fail…..”

Check “Disabling of Printing by Invalid User”

Click “Submit”

Click “User List”

Click “Add”

Type in “User Name”

Type in “Initial” of  User’s Last Name

“Index” = “User1”

Enter a “User Number”  (keep track of user names for future reference)

Click “Submit”

Repeat for each user.

On Local User PC’s:

Login with administrator authority

Go to “Printers and Faxes”

Right Click on the MX-3501N Printer Driver

Click “Properties”

Click “Advanced” tab

Click “Printing Defaults”

Click “Job Handling” tab

Check the box “User Number”

Enter the User Number entered on the web page

Check the box “Auto Job Control Review” and Notify if you like

Apply the changes.

The copier panel will require each user to enter their number before copying, faxing or scanning.  The number will be automatically entered for printing.

“User Count” on the web page will allow you to save the counts to a spreadsheet.  You may want to save and delete once a month.

