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You can use Secure Print Mode to keep printing jobs 
confidential until you are able to access the MFD.
1. Select Print.
2. Verify that you have the correct printer selected.
3. Select Printer Properties under the printer's name.
4. Select Secure Print under Job Type. You will be 

required to create a 4 to 10-digit passcode. This 
will be stored so you won’t have to enter each 
time.

5. Press OK.
6. To retrieve your secure print, at the copier, press 

the Jobs key, then select the Secure Jobs tab.
7. Select your job. 
8. You will then be prompted to enter your passcode 

by using the numbered keypad.
9. Click Ok, then select Print All.
10. Press the Home button to exit. 

Using Secure Print Mode

Copying to Email (PDF)

When printing, one or more AOB Xerox MFDs should 
appear in your printer list based on your department 
and location, as seen below.

Note: You may need to scroll down to the bottom of  
the list to see your assigned device the first time you 
use it. If you don't see the Xerox MFD in your area, or 
need access to an additional Xerox MFD, please submit 
a Service Request to IT.

.

Using a Printer (MFD)

The Multi-function Devices enable you to send PDFs of 
printed documents/forms to others. 
To send a PDF:
1. Press the Home button on the right-hand side of the 

control panel. 
2. Select Email on the touch screen. 
3. Click the Add Recipient option.
4. Select Network Address Book to search the UNC 

directory for email addresses. 
Note: Select Manual Recipient to type an email 
address if the recipient if outside of UNC.

4. Type the person’s last name. 
5. Select Search. If no results display, select View 

Available Entries to see matches. 
Note: You can add yourself as a recipient.  

6. Select your settings. Be sure to check to make sure 
two-sided pages are set to copy on both sides. 

7. Click the Send button to copy/scan your documents.

Access to Xerox Multi-Functional Devices (MFDs) is provided to you based on your organizational unit and location in the 
building. Staff are automatically provided access to a primary (closest) and a backup (nearby dept.) Xerox MFD. Each has a 
unique North Carolina animal name. Signage has been placed above each device to distinguish it. 

AOB Assignable Printers (MFDs) 
You will be assigned one of the following as a primary, 
and a second as backup. 
• FO-AOB-BrookTrout-Rm3100
• FO-AOB-TreeFrog-Rm3200
• FO-AOB-GraySquirrel-Rm3400
• FO-AOB-BoxTurtle-Rm3400
• FO-AOB-HonneyBee-Rm-3700
• FO-AOB-Cardinal-Rm3534
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