Setting up User Controls:

Step by Step:

To Allow Black & White Copying while limiting all Color Copy usage

1) From Home Page, Click on User Control from left side of menu; Login as Administrator (admin).
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2) Select Authority Group List from left side menu.

a. Select Add to add a new Group Name.

b. In the Group Name box, create a “Black & White Only” group.  This can be for just prints, just copies or both.  

c. Select the GUEST name from the Select Group Name to be the Registration Model. Go through each item and Allow or Prohibit each option.  If you want this group to only have access to b&w copying, then Prohibit all print and scan options.
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Select Submit.

3) Select Page Limit Group from the menu on the left

a. Select ADD to add a new group.  Name it “Black & White Only”

b. Go through each setting and Prohibit all access to Color and any other functions that this group should not have access to.  Set Limit quantities or Unlimited as desired. 

c. Select  Submit
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4)  Select User List from left side menu.  Select Add to create New User.

a. For User Name, enter Black & White Only.

b. Check- Apply User Name to Log-In Name

c. Select User 1 from drop down menu for Index

d. Log-In name will stay Black & White Only

e. Leave Password blank.

f. Leave E-mail address blank.

g. Check Login Locally for Authentication Settings.

h. Select Black & White Only from drop down menu for Page Limit Group

i. Select Black & White Only from drown menu for Authority Group 

j. Leave Favorite Operations settings as Following the Systems Settings.

k. Leave my Folder info alone.

l. Submit when finished.
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5) Select Default Settings from left side menu.

a. Select Enable from User Authentication drop down menu.

b. Select Authentication Method. – User Name and Password

c. Submit
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6) Once User Authentication is Enabled, users can walk up to the display panel, select Black and White Only as the Log-In name.  No password is necessary. Select OK and user can now make Black & White copies only.  All other users that need access to Color and scanning will have to log-In with their individual Log-In names.

