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Enabling OneDrive Access - (Once off Process)

This enables the use of your OneDrive account, so you may print your documents
directly from your OneDrive folders or scan to OneDrive.

1. Open an internet browser and type in the following address
https://print.chc.edu.au/user
2.  Thefollowing login screen will appear. Log in using your username (e.g. s123456)

and password.

& Log In

3.  Hover your mouse over User/Service Settings.

ApeosWare Management Suite

Portal

[E Frequently Used items
@ This Month's Output Sheets/CO2 Reduction Rate

© Web Print
This Month's Output Sheets CO2 emissions reduced this month
= 2 Sheets/month 0 g/month
& Print Job
Balance(Default Account) When converted to CO2 intake by 1 cedar tree in a day
$9.78 0 2

4.  From the Dropdown select OneDrive for Business Settings, then select
Authenticate.

ApeosWare Management Suite

34

Porta Report Print/Job !Jser/Service Settings Emi Student (s123: a

File Management Service Se...

User/Service Settings / File Management Serce Settings / OneDrive Settings

Shared Folder Settings
OneDrive Settings

OneDrive Settings
‘You can set up authentication for OneDrive (Microsoft Onelgive for Business). Click [Authenticate] to display the Microsoft authentication
SharePoint Online Settings

Click [Authenticate] to retrieve the link destination token [ Authenticate
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5.

6.

7.

CHC

a. Then Enter your Password and Click Sign In.

B® Microsoft
Sign in
.

No account? Create one!

prd

Email address or phone number ’

Can't access your account?

B® Microsoft

$123456@chc.edu.au

In the window that comes up, enter your CHC email address and click Next.

Enter password (

|

Back

Forgotten my password

On the following screen asking to stay signed in Click No.

B® Microsoft

Do this to reduce the number of times you are

asked to sign in.

No

D Don’t show this again

Stay signed in?

s123456@chc.edu.au

Successfully

retrieved token.

User settings have been saved successfully

Close
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You should see the following message. Click Close and close the website.
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How to access the printers

The printers have a sensor on the left, so if the printer is in sleep mode, it will wake up as
you move closer to it.

FUJIFILM

Two (2) options are available to access these printers.

e Option 1: User ID entered directly at the printer
e Option 2: Access via an App on your Mobile

Option 1: User ID

1.  Click on the Sign in button.

Touch or insert your card, or dick the Log In button
and enter your authentication iD.

K
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2. Select User ID.

3. Typeinyour Username (e.g. s123456).
a. Then enter your Password

4.  *IMPORTANT?* - Make sure to LOG OUT when you have finished using the printer
by pressing the Log In/Out button next to the printer console. (Top Left)
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Option 2: App on your mobile

The second option is to use an app on your mobile to access the different functions
available at CHC Campus. The benefits of the app are usability and convenience.

Installing the Printing App

1.  Open Play Store or App Store on your mobile phone and search for ApeosWare
MS Mobile 2 (by FUJIFILM Business Innovation Corp.)
a. ApeosWare MS Mobile 2 is an app offered by Fuji Xerox. Click Get /
Install. Once it’s installed, open the app.

ApeosWare MS
Mobile 2

o

2.  Click Allow for “ApeosWare MS Mobile 2” would like to find and connect to
devices on your network (If you don’t allow it, you won’t be able to use the app).
a. Click Allow for “ApeosWare MS Mobile 2” Would Like to Send You
Notifications (If you don’t allow it, you won’t be able to use the app).

r

“ApeosWare MS Mobile 2" “ApeosWare MS Mobile 2"
would like to find and connect Would Like to Send You
to devices on your local Notifications

network

This app will be able to discover and
connect to devices on the networks
you use.

Don't Allow Allow
;L A
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Notifications may include alerts,
sounds and icon badges. These can be
configured in Settings.

Don't Allow l Allow l
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3. Enter your Network username (e.g. s123456) and password.
a. In the server field, enter: print.chc.edu.au
b. Tick Remember me.

c. TaplLogin.

print.chc.edu.au

Remember me

4.  Once you have successfully logged in, you will see the features on your screen like
the one below.

Select Source

Albums
My Documents

Camera

Print On Demand

Send E-mail

Save to PC

OneDrive

SharePoint Online
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Using the Mobile App

1. Openthe APEOSWARE app on your mobile phone. You will see several options.
We will cover the following options in this guide

A. Albums
B. MyDocuments
C. Camera
D. Printon Demand (Printer Queue)
E. Send E-Mail (Scan)
F.  OneDrive for Business
A. Albums

This feature allows you to print or upload photos to your CHC OneDrive for Business.

B. My Documents

You can print or upload documents that are stored on your phone using this feature.

C. Camera

Camera allows you to take a picture and print or upload it to your CHC OneDrive for
Business.
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This allows you to release you print jobs that you have sent to the printer queue. (i.e

After clicking print on your PC, the document will sit in the printer queue until
“Released”)

D. Print on Demand (Printer Queue)

1.  Tap Print on Demand on your ApeosWare mobile app.

Print On Demand

4

2. Select the document you wish to release (if you are using iPhone, you will need to
tap the word “Select” at the top first and then you will be able to select the file).
a. SelectPrint.

b.  Onthe next screen, you may modify the print job using Print Setting as
necessary.

C. Select Scan QR. At the printer, hover over the QR Code on the printer
panel until in view. Once recognised, your document will be released.

My Print Jobs Cancel

= 3 Microsoft Word - Document1
3 Microsoft Word - Document]
por]

“x;’ Microsoft Word - Document]

PRINT SETTINGS

% Account -
@ Paper Size - A4

E Colour Mode - Black & White

D Plex Mode - Duplex

L@ Copies - 1
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E. Send E-mail (Scan)

This allows you to scan documents and send them to your email.

1.  Select Send E-mail on your ApeosWare mobile app.

E Send E-mail

2. Place your document on the automatic feeder (top) OR the document glass.

3.  Onthe next screen, you may modify the print job using Scan Settings as
necessary.

4.  Select Scan QR. At the printer, hover over the QR Code on the printer panel until in
view. Once recognised, your document will be sent to your email address.

Scan to Email

e Account - $123456

e Format - PDF

ﬂ Colour Mode - Auto Detect
EEf Resolution - 200dpi

D Plex Mode - 1 Sided

b@chc.edu.au

Scanned Document
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You can print documents that are saved in your CHC OneDrive account using this
function.

F. OneDrive for Business

1.  Select OneDrive on your ApeosWare mobile app.

OneDrive

2. Selectthe Files tab to access your private documents. (In the Shared with me
tab, you will find the documents that are shared with you, and you may not be
able to print them if you haven’t been given the permission to do so).

a. Navigate to the file that you wish to print and select it.

Select Print.

On the next screen, change Print Settings as necessary.

Select Scan QR.

At the printer, hover over the QR Code on the printer panel until in view.

Once recognised, your document will be released.

® o 0 T

OneDrive for Business “ Cancel

Shared with me Files

Attachments

PRINT SETTINGS

Documents
& Account - supportdesk

Pictures @ Paper Size - Auto
E Colour Mode - Black & White
Whiteboards

D Plex Mode - Duplex

AR rA AR,

test.docx B Copies - 1
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Printer Functions (via Printer Console)

Once you log in to the printer, you will see the Home screen with your initials in the top

left.

@ ApeosWare Management Suite

@ = &

Copy Email

SharePoint
Online

You have access to the following functions on the printer console.

e Copy

e Scanto Email

e Printon Demand
e OneDrive

Copy

Accessing Copy functions

1. Login to the Printer and select Copy from the Printer Console.
2.  Selectyouroptions on each tab as necessary.
a. Press Start to copy.

Copy

Quantity
1

D Output Color
Auto Detect

P 2 Sided
11 Sided

Paper Supply

- Auto Select

o

@ "eduse/Eniarge
100%

Pages per Side
n B o
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Specifying a copy size
Example: If your original paper/ book is larger than A4 size but you would like an A4

copy size, you can use the Original Size function.

1.  Selectthe Original Size tab.

=="Photo & Text / Printed Original

Upright
Original Size
A4

Sharpness
Normal

m Saturation
Normal

B Image Enhancement
Auto Suppression, Normal

2.

Original Size
< & 9

Auto Detect / Standard Size
Auto Detect
A30
A4
A4 0
1 Set(s)

A5 O

Scan to E-mail

Scan to your CHC email address

1. Loginto the printer and select Scan to Email on the printer console.

2. Place your document on the automatic feeder (top) or the document glass.
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3.  Youwill see that your CHC email address will be prepopulated in the right
column.

a. Select Start

Email

Address Book

€D sentFile History
Sb Add Me

Keyboard

1 Recipient(s)

Scan to non-CHC email address

1. Tapthe Keyboard button.
a. Enter the email address that you would like to send to, then click Start.

= 7
ik Detet

@ Address Book testemall@gma
lcom

Support Desk (s
0
) SentFile History upportdesk)

Email 8

&b Add Me

B3 Keyboard

Email Address
S -3

teﬂtmail@gmabl,:on\‘
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Modify email Subject/Contents

1. In the top right of the screen tap the options button.

2. Typeinthe Subject of your email in the Subject box (optional).
3. Typeinthe email body in the Content box (optional).
4.  Press Start to copy.

Scan Multiple Documents
If you wish to scan multiple pages of a book and want to send them as one document,

please follow the instructions below.

1. Login to the printer and select Scan to Email on the printer console.

2.  Place yourdocument on the document glass. Select Scan. This will scan the first

page.

< Scan

Add Next Original Change Settings

You can scan the next set of originals.

Load the next set of originals and tap Scan. CompleteScany &

Job Flow Sheet Name
FB Scan Service

Originals
2

Original Size
A4 Q0

Output Color —
Black & White Scan

Cancel
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3.

4.

5.

CHC

Select Next Original on the next screen while the first page is being scanned.

a.
second page.

You can scan the next set of originals.
Load the next set of originals and tap Scan.

X Scan

Change Settings

Add Next Original

Complete Scan a

Job Flow Sheet Name
FB Scan Service

Originals
Original Size
A4 0 Cancel

Output Color
Black & White

Place the second page on the document glass. Select Scan to scan the

Repeat this step until the last page has been scanned. After you have finished

scanning the last page, select Complete Scan.

. Scan

Add Next Original m Change Settings

You can scan the next set of originals.
Complete Scan

Load the next set of originals and tap Scan.

Job Flow Sheet Name
FB Scan Service

Originals
2

Original Size
A4 0

Output Color
Black & White

This will send the scanned pages to the email address that appeared in the email

address box as one document. You will receive this message notifying you that

your document has been sent.

X Scan data has been received.

Updated December 2025
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Print on Demand (Printer Queue)

Print on Demand gives you access to your printer queue list to release your print jobs.
Please go to Options Sending to Printers for the instructions on sending files to the
printer queue.

1.  Once you have sent your files to the printer queue, log in to the printer and select

Print on Demand.

Print On
Demand

2.  Selectthe document you wish to release and select Start. If you wish to print all
the documents on the queue, simply select all the documents and select Start.

Print On Demand l < ' |

Output Pages
B Al users o !
4

Total ($)
[ Microsoft Word - Document1 u @ omn

5/11 15:25:26, Pages: 1, Quantity: 1

Details. l

1 File(s)
: sk

Start
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OneDrive

Print from OneDrive
You can print documents that are saved in your CHC OneDrive using this function.

1. Log in to the printer and select OneDrive for Business on the Printer Console.

2. Select Print

3. The default tab is Shared with me. You will find the documents that you shared
with someone else or someone else has shared with you in this folder. However,
you may not be able to print some of them if you haven’t been given the
permissions to do so when the file was originally shared.

a. Use the “Return” arrow to access your other documents.

Print
e B

e 3 shared with me

B Printer_Access.docx
5/8/2023 2:09:22 PM, 20733 KB

0 File(s)

4, Navigate to the file that you wish to print, select it, then Select Start to begin
printing.
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Scan to OneDrive for Business

You can scan documents and send them directly to your CHC OneDrive.

1. Log in to the printer and select OneDrive for Business on the Printer Console.

2.  Place your document on the automatic feeder (top) or the document glass. Select

New Scan.

OneDrive
Su

] scan
© Print

3.

Edit the Options on the left. Type in the folder name in the Create Sub-Folder box

(Optional - this will create a sub folder in your CHC OneDrive) and Name. Select

Start. The document will be sent to your CHC OneDirive.

< Scan

Q Create Sub-Folder (Optional)
(Not Set)

=} Name
Scanned Document

2 E-mail Storage Location Links
Disabled

Preview

@ o

B File Format
PDF

D Color Scanning
Auto Detect

Updated December 2025

= V4
o =l
Save Location
Screenshots
File Format
PDF
Color Scanning
Auto Detect
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Options for Sending files to Printer Queues
Three (3) options are available to send your files to the printers (the printer queue).

e Option 1: Campus Computers
e Option 2: BYO Devices (Web print)
e Option 3: App (Covered earlier in “Using the Mobile App”

Campus Computers

1. Loginto a Library Student Computer. On your document, select Print and select
either/or:

e Fuji- B&W on printserv for Black & White printing.
e Fuji-Colour on printserv for Colour printing.

© Print
(@) Home E% Copies: |1
D New
Print
Open
Printer ¢’
1 Share a==. fuji - B&W on printserv
= Ready
@ Info == fuji - B&W on printserv
"E" Ready
=
Save a Copy == fuji- Colour on printserv
= Ready
‘ & Print
«==. Foxit PDF Editor Printer
D—) Erar = Ready

2.  Editthe print options under settings as necessary and click Print.

® Print
() Home = Copies: [1
[ New
Print
B Open
Printer v
18 Share == OneNote (Desktop) - Protect.
Ready
@ Info Printer Properties
Settings
Savea Copy E Print All Pages
The whole thing
@ Print N e P
Pages: (0]
B export E Print One Sided
Only print on one side of the...
0 Close [T ot
123 123 123
D Portrait Orientation -
|:| AL
21 emx29.7 cm
Normal Margins
Top: 2.54 em Bottom: 254 ¢...
1Page Per Sheet
\_ Page Setup y,

3.  Yourprintjobis on the printer queue. Please go to the following instructions to
release your print jobs from the printer.

e Usingthe Printer console to release your print jobs
e Using the mobile app to release your print jobs
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BYO Devices (Web Print)

Printing the specific pages of your document via web print

1.  Openyour document. Go to File > Print.
2.  Select Print to PDF as the printer in the Print dialog box.
3. Inthe Print Range pane of the Print dialog box, type the number of the pages that
you wish to print.
a. Clickon Print or OK.

Print X
Select Print to PDF
Printer

Name: | Microsoft Print to PDF > Propertes...

Status: Ready
Type: Microsoft Print To PDF Print Content:  Document and Comments

Page numbers
you wish to
print

Print Range
QA pages
(O Current page
O current view
(® Page range 1-5|

Unit: Inches Zoom: 99.96%

Subset: | All Pages v [JReverse pages

Print Handling
Copwes:‘ 1

1169

2Zo0m: |Fit to paper v

[A Auto-Rotate and Center Pt g
[JRemove Margins

Mprintasimage | 300 v| doi
[CPrint to file S ahl 44

= TN e

4, Browse to where you wish to save the document (such as Desktop, Documents
etc) and type in the desired file name. Click on Save. The selected pages will be

saved as a PDF.

Save Print Output As X
€ v 4 B> ThisPC > Desktop » , v Search Desktop P
Organize v New folder e o

[ This PC A Name Date modified Type A
- 3D Objects AD Current Students S12018 7/03/2018 3:17 PM File folde
[ Desktop AD Tools Download 018 2 File folde

™ Camtasia Studio v8 File folde
%| Documents
Deep Freeze 26/03/2018 10:02 File folde
‘ Downloads P - §
Epson Training Videos 29/05/2018 10:34 File folde
i1 Administratio FM AD Merged 18/04/2018 451 PM  File folde
IT CHC Images FM Current students 12018 17/04/2018 1:05PM  File folde
IT documentatic Leximancer File folde
IT Software New Printers File folde
D Music Office 365 related 16/06/2017 9:35AM  File folde v
~ V] i€ >
File name: | Printing pages 2-9 ‘ v
Save as type: PDF Document (*.pdf) v

 VideFldes =

5. Goto“Sendingyour file directly to the Printer Queue” (next section) and follow the

steps to print the PDF file that you have just saved.
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Sending your file directly to the Printer Queue

You can send your files to the printer queue from your own laptop via Web Print.

1.  Open aninternet browser and type in the following address
https://print.chc.edu.au/user.

2. The following login screen will appear. Log in using your network username and
(e.g. s123456) and password.

S LogIn

Password

| Log In |
©FUJIFILM Business Innovation Corp. 2015-2023

3. Click on Web Print.

ApeosWare Management Suite

Portal F t Print/J:

[E Frequently Used Items
@ This Month's Output Sheets/CO2 Reduction Rate

S Web Print
This Month's Output Sheets C02 emissions reduced this month

2 Sheets/month 0

- g/month
A Print Job

Balance(Default Account) When converted to CO2 intake by 1 cedar tree in a day

$123.05 0

4. Browse to your file (you can add more files by pressing the ‘+’ sign next to the

Browse button). Edit the print options as necessary (make sure to select the
correct page size) and click on Print.

ApeosWare Management Suite

FUJIFILM

Print/Job

& Web Print

Select the file to print
Supported file formats are PDF, DOCX, JPG elc
Enter File Path
Browse
Print Queue Copies (1-999)

Fuji - B&W 1 +

Output Colour
LJORTY

2 Sided
B @ 15sdea

™) Black & White ™) 2 Sided, Flip on Long Edge

) Color 2 Sided, Flip on Short Edge
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The following Web Print Result window will appear. Check the Job Name (file
name), Charge and Job Status (it should be Successful). Click OK.

© Web Print Result

Print job has been issued. Please check whether the specified file path is correct or the file format is supported

l.‘[Job Name Guest Print ID Charge (8) Job Status ]

N | test docx )11 Successful

50 Items per 1 1of1

|
| |
|

Your print job is now on the printer queue. Please go to the following instructions
to release your print jobs from the printer.

Option 1: Use the printer console to release your print jobs

Option 2: Use the mobile app and release your print jobs

USB Functions

The USB function buttons (Store to USB & USB Print) which are located on the left
allow you to scan and store documents to a USB or print documents from a USB.

Scan to USB

1.
2.

Login to the printer.
Insert your USB into the USB port.

Apeos C5570
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3. Select Confirm to continue past the caution.
a. Do notremove the USB device while files are being read. This can
break the files.

Caution

A USB device has been inserted.
Do not remove the USB device while files are being read.
This can break the files.

4, Place your document on the automatic feeder (top) OR on the document glass
scanner.
5. Select Scan to USB.

o ) Do not remove the USB device while files are being
read. This can break the files.

6. Press Start button to scan.

Scan to USB 9 a
lemove

[2 spareuss Details

[ System Volume Information e Format

12/5/2023 13:32 -pdf
Space Available
7.5GB
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8.
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If you wish to scan multiple pages of a book and want to scan them as one

document do the following:

Place your book / paper on the document glass and scan the first page.

a.

b. Inthe pop-up window, select “Add Next Original” and press scan again.
Repeat this step until the last page has been scanned.

c. Afteryou have finished scanning, select Complete Scan (Save). This will

store the scanned pages to your USB

> Scanto USB

Add Next Original

You can scan the next set of originals.

Load the next set of originals and tap Scan.

A Do not disconnect the USB device.

Originals

2

f% Original Size
A4 0

Output Color
Black & White

File Format

Remove the USB and take it with you.

SPAREUSB

m ‘ Change Settings

Complete Scan
(Save)

AN

Remove

Details

File Format

Volume Information
023 13:32
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USB Print

Please note that the USB Print allows you to print your documents which are in the
format of PDF, JPG or TIFF only.

1. Log in to the printer.
2. Insert your USB into the USB port and press USB Print button on the left.

3.  Select Confirm to continue past the caution. Do not remove the USB device
while files are being read. This can break the files.

Caution

A USB device has been inserted.
Do not remove the USB device while files are being read.
This can break the files.

4. Select Print from USB.

Do not remove the USB device while files are being
read. This can break the files.
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5.  Selectthe document you wish to print. Click Start.

VAN

Y Remove

Print from USB

120520231453
2 spAREusB T6.0rif X

Select All
System Volume Information
12/5/2023 13:32

12052023145316.pdf
12/5/2023 14:53

12052023145257.pdf
12/5/2023 14:53

12052023144957.pdf
12/5/2023 14:50

6. Remove your USB and take it with you.

Remove

[ SPAREUSB Details
File Format
Volume Information
023 13:32 @ paf

Space Available
7.5GB

1
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