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Xerox D110 B&W

*Remote printing from a laptop running Catalina has color limitations at this time. You will
only be able to print documents in one color. When selecting You must also select the color
by tray and not from the Xerox menu.

The Xerox Features (stapling, duplex, three-hole punch and color paper) are ONLY available when
you open documents in Preview on your MacBook. Below are instructions for opening different
types of documents in Preview and how you can use the Xerox Features.

Printing in Office (Word, PowerPoint, Excel, Outlook) & Collab (Docs, Slides, Sheets) & PDFS:

1. When in the print menu, in the bottom left-hand corner, select “PDF” and “Open in Preview” (in

Office) or “Select Open PDF in Preview” (in Google Apps) and bring up the menu. st
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Print I

Printer: A FRMS_Workroom_Xerox_D110 &

Presets: Default Settings &

Copies & Pages 1T}

Copies: |1
Collated

Pages:

[« 7]

Current Page

From: 1
to: 1

Page Range

Enter page numbers and/

or page ranges separated

by commas (e.g. 2, 5-8)
10f 3

Show Quick Preview

2 rorF @ cancel (N
Save as PDF L

Save as PostScript

Send in Mail
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2. The document will open in Preview, then go to File and select print again.

Edit View Go Tools Window He
Open. 20
Open Recent »

¥ Microsoft Word
Close Window znw
Close Selected PDF Document %W
Save. xS
Duplicate oRS
Rename.
Move To.
Revert To >
Import from iPhone or iPad »
Take Screenshot »
Export
Export as PDF.
Share >

3. In the Print Menu, select Preview to open a dropdown menu.

Printer: A FRMS Workroom_Xerox D110 [
Presets: Default Settings u
Copies: |1
Pages: © Al
Selected Page in Sidebar
From: 1 to: 1
Paper Size:  US Letter B 50y o0 inches
orientation: T4 Te
Preview 2]
Auto Rotate Show Notes
O scale: 100%
Scale to Fit:
Copies per page: 1 1%}
Cancel LN

4. In the dropdown menu, select Paper Feed.

Printer: A FRMS Workroom_Xerox 0110 [
Presets: Default Settings %)
Copies: |1
Pages: © Al
Selected Page in Sidebar
From: 1 to:
Paper Size:  US Letter B 8500y 11.00inches
orientation: T4 Tor
 Preview ]
Auto Rotat

20> » O
ScaletoFl  Cover Page
Xerox Features
Copies per pa 1]

Supply Levels

Cancel

-

Hide Details

N - |
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5.In the Paper Feed menu, select Tray 6.5t Tray 6 is for white paper. Do not try to set different
trays for First Page and Remaining Pages. It will appear to work, but will not print for you.

Printer: A FRMS_Workroom_Xerox D110 [

Presets:  Default Settings B
Coples: |1
Pages: © Al
Selected Page in Sidebar
From: 1 to: 1
Paper Size:  US Letter B 2506y 1.00inches

orientation: [ T
Paper Feed u
© All Pages From: v Auto Select |
e O S

Remaining From  Tray 3

Tray 4
Tray 5

2 poF [§  Hide Detalls e ]
— Tray 7

6. Once you have selected tray 6, click on Paper Feed to reopen that dropdown menu.

Printer: A FRMS_Workroom_Xerox D110 &

Presets: Default Settings g
Copies: |1
Pages: © All
Selected Page in Sidebar
From: 1 to: 1
Paper Size:  US Letter K 850 by 11.00 inches

orientation: T4 Tee

Paper Feed ;
© All Pages From:  Tray 6

First Page From:

Remaining From:

cancel (NN

7. From that dropdown menu select Xerox Features

Printer: A FRMS_Workroom_Xerox_D110 a

Presets: Default Settings [T
Copies: |1
Pages: © All
Selected Page in Sidebar
From: 1 to: 1
g Previe
Paper Size: kv } 850by 11.00inches
Layout
Orientation: Color Matching
Paper Handling
v Paper Feed ’

Cover Page
)

Xerox Features

Supply Levels

Remaining From:

cancel (I




Falton Ridge
M:'ddfe Soﬂool

8.In the Xerox Features:
o Do not change anything in the dropdown menu for paper. It will cause an error.

o The 2-Sided Printing menu will let you print back to back if selected.

o The Finishing dropdown menu will allow you to staple, 3-hole punch, etc.

Printer: A FRMS_Workroom_Xerox_D110 u

Presets: Default Settings [T}
Copies: 1
Pages: © All
Selected Page in Sidebar
From: 1 to: 1
Paper Size: US Letter k% 850 by 11.00 inches

Orientation: | [ [ Ts

Xerox Features B
Paper/Output [T
1of3 > | » Job Type: Normal Print 5
A - White ~
Paper: ’ -Au(lomah ok
2-Sided Printing: 2-Sided Print -
Print Quality: High Speed <
L - 1 Staple, Top Left
Finishing: - 3 Hole Punch, Left
- Each Set
Output Destination: 5 ‘." Automatic c
m
?) |POF g Hideg QCO@UTET& =3 x000 O o ¥ Cancel | S

9. Once you have decided on 2-sided Printing and Finishing, click on “Print.” If you don’t see the
Print button, hit enter on your keyboard.
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10. An accounting window will pop up that will prompt for a passcode. Under the “User
ID/Passcode” field, type your employee id number only in the first box (ignore all the other fields).
Hit “OK” and your document will print. If you enter a wrong ID and hit OK, it won’t print and it
won'’t notify you.

T T T r—
Accounting
User ID [/ Passcode: -
Account ID:
b 8.5(
Billing ID / Passcode:
? Cancel A
~
10f 3 s st vl = T S ~

11. The printer will automatically print a cover page with your name on it, indicating what is to
follow is your print job, so look for this sheet to find your print job.

12. Once you print, go to the printer to pick up your job.



