Mobile Print Instructions:

Sending a Print Job

1. On your mobile device or computer, open any email application (ex: Outlook, Google,

Yahoo, etc.) and address the email to PWEmobileprint@houstontx.gov.
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2. Attach the files you would like to print and send the email. Accepted file formats
include: .doc, .docm, .docx, .em|, .gif, ,jpeg, .jpg, .pdf, .png, .ppt, .pptm, .pptx, .rtf, .tif, .tiff, .txt,

Xls, xIsm, and xlsx.
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Note: Limits on file size and/or number of attachments is determined by the email application
used. For example, Google and Outlook limit attachments to 25 MB. Work accounts may have

smaller size limits.
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3. Within a few minutes you will receive a response from noreply@houstontx.gov if your

print job was accepted.
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© You forwarded this message on 12/31/2014 10:38 AM.

From: noreply @houstontx.gov Sent Wed 12/31/2014 10:20 AM
To: Hassett, Katrina - HPC-PWE

Co

Subject: Confirmation Number 064618

» T

All of the documents that vou submitted were accepted.

Thank vou intd issi isitthe HPC Xerox device on the 1st floor and enter vour confirmation number to print vour
document.[Your confirmation number is: 064618

Change Confirmation Number

You will need the confirmation number in order to access your print job on the Xerox
Machine. Jobs are only stored on the machine for 24 hours.

Note: You will receive the same confirmation number even when you send multiple jobs from the
same email address.

4. If you would like to use another number, click on the Change Confirmation Number link
in the email.
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© You forwarded this message on 12/31/2014 10:38 AM.
Sent: Wed12/31/2014 10:20 AM

From: noreply @houstontx.gov

To: Hassett, Katrina - HPC-PWE
Co

Subject: Confirmation Number 064615

» T

All of the documents that vou submitted were accepted.

Thank vou for the print job submission. Please visit the HPC Xerox device on the 1st floor and enter vour confirmation number to print vour
document. Your confirmation number is: 064618

Change Confirmation Number
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The following email will pop up. Only hit the Send button; do not make any changes to

body or subject of the email.

-

HEHY O+« ¥ |- MPRTOAIQABIghPO1 jzAxDCIY5029vDps3XWGFAC - Message (HTML) l':' &= g
File Message Insert Options Format Text Review Developer Adobe PDF & e
=0 ¥ cut R - - Follow Up ~ €
B 2 - calibri N R agﬁ @l @ 0 |2r ¥ Follow Up '¥%

- 53 Copy ? High Importance
Paste abr . A . . Address Check | Attach Attach Signature Zoom
- fFormatPainter By ZaaU L Book Mames File [Item~ - § LowImportance
Clipboard (] Basic Text (] Mames Include Tags | Zoom
To.. |PWE - Mobile Print |
=1
sena | LS ]| |
Send
s || |
Subject: | MPRTOAIQABIghPO1jzAxDC9Y5029vDpsINWGFAC |

I iz

||| Send this email to be assigned a new User Confirmation Number. N
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You will receive another email from noreply@houstontx.gov with your new, randomly-

assigned confirmation number.
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Your new assigned User Confirmation Number is 749507.

Change Confirmation Number

a ._J .‘2 3 i 3 [ Rules - X Mark Unread % Find (
[ “Ignore x \i _\k al\deeting "5 Contingengy pr... H @ ules L' ark Unrea a& éﬁ n !
a To Manager - @ OneMote Categorize ~ % Related ~
&Junkv Delete | Reply Reply Forward ﬁﬁ& More ~ . _ Move . Translate Zoom
All (3 Team E-mail = v [:] Adtions ¥ | ¥ Follow Up ~ - lg Select =

Delete Respond Quick Steps (] Maove Tags (] Editing Zoom
From: noreply @houstontx.gov Sent Wed 12/31/2014 4:05 PM
Tae Hassett, Katrina - HFCPWE
Co
Subject: Mew Confirmation Mumber: 749507

» &1



mailto:noreply@houstontx.gov

Retrieving a Print Job

1. At the Xerox machine located on the 1% floor next to the Information Desk, add credit
to the Vend Station. (Bills, Nickels, Dimes, and Quarters only)

Note: A coin machine is located to the left of the Vend Station. Prints are $0.25 per page.

2. On the touch screen, select the Mobile Print icon.

Select a Service,

-+ Extensible Service

Note: You may need to select the Services Home button to view this screen.



3. Using the key pad to the right of the touch screen, type in the confirmation number
you received and then press Enter on the touch screen.

Touch the Close icon to re-enter the confirmation number on the previous screen.



4. On the touch screen, select the document(s) you would like to print.
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Select Next File icon to view other selected files or touch the Close icon to return to the
previous screen.

6. To adjust the job quantity, select Print Settings on the touch screen.
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Use the arrows to adjust the quantity and then select OK icon.

Sided Prinfing Stapled

. FullColor 6 1 Sided ' ‘ Mo Staples
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Note: Only Black & White and single-sided printing is available. Page size is automatically
determined by the Xerox machine, which can print up to 11" x 17".

7. Select the Print icon to continue.

Select File(s) to Print
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Note: If there are insufficient funds, you will be prompted with the following screen.

XA Print Job

Print job has paused due to insufficient funds.

Inserl coins.

Or, press the C button to cancel this job.

Add additional funds to the Vend Station to resume the printing process.

8. Select the Start button to print the job.

o continue or Delete to delete this Job.
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