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Printing to the College of Pharmacy Xeroxes 
All networked Xerox devices share a common printer called “Xerox Print.” Black & white printing is 

available to anyone with a Xerox code, while color printing is available upon request. The “Xerox Print” 

queue can be used for both black & white and color printing. Once you have sent your job to the “Xerox 

Print” queue, you need to release it while at the Xerox. The directions are slightly different, depending 

on the model. 

 PPS Copier (A200 Parks Hall): 

1. Tap any of the “Copy,” “Network Scanning,” or “Fax” icons from the main Xerox screen 

2. Tap the “Keyboard” button 

3. Enter your Xerox user code and pass code 

4. Tap the “Services Home” button,  then tap “Release Documents” 

5. Choose your document from the list, and tap the “Print” button 

6. Hit the “Log In/Out” button to end your session 

 All Others: 

1. Tap the “Login” button on the main Xerox screen 

2. Tap the keyboard icon in the upper right corner 

3. Enter your Xerox user code and pass code 

4. Tap the “Release Documents” icon 

5. Choose your document(s) from the list, and tap the “Print” button 

6. Tap the “Home” icon, then tap your username, then tap the “Log Out” button to end 

your session 

 

Scanning on the College of Pharmacy Xeroxes 
All networked Xerox devices can scan documents to your network “S:” drive. 

 PPS Copier (A200 Parks Hall): 

1. Tap the “Network Scanning” icon from the main Xerox screen 

2. Tap the “Keyboard” button 

3. Enter your Xerox user code and pass code 

4. Tap “002 Scan To Home” then pick any desired options 

5. Press the green Start button. 

6. Hit the “Log In/Out” button to end your session 

 All Others: 

1. Tap the “Login” icon from the main Xerox screen 

2. Tap the keyboard icon in the upper right corner 

3. Enter your Xerox user code and pass code 

4. Tap the “Workflow Scanning” icon 

5. Pick any desired options, then press the “Scan” icon 

6. Tap your username, then tap the “Log Out” button to end your session 

If you need assistance or a user code, please contact cop-problem@osu.edu 
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