
How to Default Your Print Driver to Secure Print on a
Workstation with Microsoft Windows Operating
System (OS)

I. Configure the print driver for secure print:

NOTE: The following solution steps may vary depending on the operating system
installed on the workstation.

1. From the Windows Desktop, click on
Start and Printers & Faxes. NOTE:
You may have to Click on Settings
before you will see Printers & Faxes.

2. RIGHT Click on the Xerox Printer
you want to configure.

3. Select Printing Preferences. The
Properties window will be
displayed.

4. Click on the [Paper / Output] tab.

5. From the Job Type pull-down menu, select
[Secure Print]. The Secure Print Setup
window will be displayed.



6. Follow the instructions to enter and confirm a
passcode (4-10 digits…numbers only) of your
choice in the fields provided.

7. Click APPLY and then OK to exit Printing
Preferences and save your setting.

Notes

 Now that your Print Driver is defaulted to Secure Print, there is no need to enter
Properties to turn on Secure Print for every job.

 You may enter Properties from the Print Driver to de-select Secure Print on a job-
by-job basis.

 If you print ALL of the sheets (tabs) in an Excel Workbook simultaneously, the
Secure Print setting will only hold for the first spreadsheet.

 You may repeat this process to change your Secure Print code. However, you
will have to change the driver back to “Normal” in the Job Type menu and Apply,
then go back in and select Secure Print. You will then see the box asking you to
enter a code.


