
Staff Printing: Printer Access 

Safecom: Scan Options 
Printer Access 
The Safecom Reader is a small blue box with a USB plugged into the back panel of the 
printer. The reader sits close to the number pad and screen on the front of the printer.  

The default PIN is the last 4 digits of your Staff number. A PIN reset is completed on 
the printer or by an IT Support Technician.  

Menu Options 
Printers with an installed touch panel have the following menu options available. Tap the 
screen to load the menu if the machine is sitting in sleep mode. The following options 
are available to the Staff:  

- Pull Print: Access all document currently sitting in the print queue
- Copy: Create a printed copy of your document
- E-mail: Scan your document and send as an email to your Staff email address.

Scan on a Staff Printer 
Staffs can scan using the Email option on the printer menu. There are two options to 
scan from the printer.  

22TOption 1 22T: If you are scanning a book or large piece of paper. Lift the flatbed and place 
the item text down onto the glass.  
Please be careful not to leave fingerprints or dirt as this affects the image output. 

22TOption 2 22T: If you are scanning loose paper or multiple pages of A4 paper or require 
double-sided scanning, please use the document feeder on the top of the scan bed. 
Place the paper in the top feeder and use the clip to align the paper, so it is straight. 

1. Swipe your card over the Safecom reader
Note: The reader shows a green light when the card moves over it.
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2. Enter your PIN Number
3. Click OK
4. The printer will load your details and come back to the menu screen

Note: If the menu screen does not show, please re-enter your login details
5. Select Email from the menu
6. Check the options on the screen to confirm the right size, orientation,

resolution….
If you would like to scan double-sided or view additional settings, tap More 
Options. 

7. Tap Send Email

Any scans from the printer are sent to your Staff Email and found in your inbox. 

If you cannot see the email, please check your Junk Folder or Clutter box.   

Scanning is free of charge. However, funds are required to log in to the printers. 
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