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To send jobs to the DocuTech 6135 printer, you must have the DOCUTECHHOLD icon in your Printers i
folder or listed in the DropDown Printers list of the Print dialog box. If these are not available, please email =
support@mnstate.edu with arequest for installation. In the request, please specify your office location and DOCUTECH;
computer type (Mac/Windows). i HOLD

Printing to the DocuTech 6135:

1. Create your document in Windows application P'“
(e, Word) and SAVE as usugl . Neme: [ DOCUTECH HoWD

2. From the File Menu, select Print. e

3. Select DOCUTECH HOLD under Name: Type: I werox DocuTech 6135 PS3 €5
NOTE: do not change any other settingsin this dialog here:  ACITSLPR_L L [Eseisie

Carmrent:

box. DO NOT enter the number of copies here.

4. Click the Properties button.
5. You must fill out the Properties Information completely since it will replace the paper requisition form before too long.
6. Enter number of COpies. DIPCUTECH BOLD Propedios
7. Select All Pages or uncheck and fill in the pagesto Job Ticke | G| PGt ] Waiinaiia ]
be printed. welee] vl s e
8. Adjust Image Description section: a4 i B e
. . . Cripe=s L
Select Orientation: option. [ 7| Fapas [l ==
Select Sidesimaged: option. i dmption Pape: ek 1
9. Adjust Paper Stock section: El :%T::m 3 | ] 5wt bm wWsoten =
Select correct Page Size from drop-down list. T [Ftenciea =
Change Paper Typeif needed. |§ [ama = (T - |
Select Paper Color from drop down list—if g : e
desired color i not listed, select Custom and fil mom oo il
in the desired color. W omm e FE% — E
NOTE: use the Custom Paper Color option to B -
specify Cover weight or Offset weight papers; e.g., Jro ik =
type in White Cover or Ivory Offset.
10.Adjust Finishing section: i -
Select Collated/Uncollated choice. [ ]| cw= |

Select Finishing option if needed.
NOTE: The Custom option doesn't work. Enter any special finishing in the Special instructions section below.
11.Click Job Notes button.
12.1n the Job Name: location type in a name for the document. Job hame: Barrer message:
13.1n the Account: location type in the Cost Center to which the job |T”‘ fiofhaarie
will be charged. Verify this carefully because it cannot be easily

dihy Mol e

. ALl
changed once you send the jab. [es
14.1n the From: location, verify your username is present—you may
change the name if needed. =
15.Leave the Deliver To: information unless the job will be picked up i COMFSERNV S0 Specisl relnclions
by adifferent department. Fhase e o
16.Do NOT enter anything in the Banner message: location. L Posl crpt prnt diver

2l COMPEERV.MSU

17.Inthe Special Instructions: location you MUST enter any other
information required to process or charge your job. Information
that should be entered here includes folding, cutting, padding, etc.

18.Click OK to save the Job Notes.

19.1f special Covers are needed call Printing Services for instructions. ok | _ concel Hep

20.Click OK to save your job Properties.

21.Click OK button to send job to the DocuTech 6135.

NOTE: You will temporarily need to send a paper requisition form until the billing system is compl eted.

This document can be made available in alternative formats by calling 218/236-2652 (V/TTY)
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