User Codes

How to add user codes on your copier:
1. Open up Internet Explorer from your computer
2. In the address bar type the IP Address of one of your copiers
3. Push enter

4. Click “Login”

5. The username is admin (all lowercase)

6. There is no password

7. Click “Login”

8. Click “Address Book”

9. Click “Add User”

10. Fill in the “Name” box

11. Fill in the “Key Display” box (this is what shows on the screen of the copier and is usually the same as the “name” box)

12. Scroll down to the “Authentication Information” section
13. In the box next to “User Code” enter a code for the person you typed in for step 10
14. In the “available functions” area, be sure to select all the functions that the particular user you’ve entered should have access to.

15. Scroll back up to the top and click “OK” or “Save and Add Another”

How to turn the user codes on (do this after all codes are entered):
1. Open up Internet Explorer

2. In the address bar type the IP Address of the copier that needs codes turned on
3. Push enter

4. Click “Login”

5. The username is admin (all lowercase)

6. There is no password

7. Click “Login”

8. Click “Configuration”

9. Under Device Settings click “User Authentication Management”

10. Select “User Code” from the dropdown

11. Under the “User Code Authentication Settings” where it says “available functions” make sure to check all the functions you want to require a user code.  For example: if you want to require people to input a code to make copies, but not print and not scan, then you would just check the appropriate box next to copier.

12. Do this for all copiers you want user codes on.
