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1 Introduction

This guide is created based on Kyocera Cloud Print and Scan v1.11. Please refer
to Customer Admin Guide and User Guide for information not covered in this
guide. These guides can be found by clicking the information icon (@) in the upper
right of each screen.

A @ {3 EU‘L%%---Q

B = English~

Customer Admin
Guide

User Guide

2 Target

Admins of companies or organizations which use Kyocera Cloud Print and Scan

3 Purpose of this document

This document explains the most basic functions of Kyocera Cloud Print and Scan
(KCPS) such as authenticated printing, scanning, report printing, and related
preparation and setup procedures so that you can set up KCPS without any problems.
If the operation differs depending on the type of MFP application named KCPS HyPAS
application (see the next section), each is explained.

4 Types of MFP applications (KCPS HyPAS
applications)

There are two types of MFP applications (KCPS HyPAS applications), depending on the
requirements of the organization: Both types are installed and activated on devices in

the same way.

 Extended Authentication Application: Requires login to the MFP. User
authentication is required to use any function of the MFP. The administrator is
required to install and activate the application.

* Non-extended Authentication Application: Standard functions such as
copying can be used without authentication. If you are using KCPS, select the
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KCPS icon on the home screen and log in to KCPS. The application is
preinstalled on some MFPs. It requires activation by an administrator.

See the Customer Admin Guide for more information.

5 Setup procedures

5.1 Activate Customer admin account (Customer admin)

1. After applying, you will receive an
email from Kyocera with the
following message. Click Activate
now.

Kyocera
&

Cloud Print and Scan

Hi Admin,

Thank you for choosing Kyocera Cloud Print and Scan

On behalf of we created an account for you. If you do not log
in and activate your account within 7 days, we will delete your account
and any personal data

Click the link below to access our privacy statement for an explana-
tion of how your personal data is processed in Kyocera Cloud Print and

Scan

Privacy Statement

Sincerely,

Kyocera Cloud Print and Scan Team

2. The Sign up screen appears, and
you can register an administrator.
By following the instructions, enter
your First name, Last name,
User name, and Password, then
click Sign up. The User name and
Password are used to login to
the Customer portal.

© 2024 KYOCERA Document Solutions Inc.

Kyocera
Cloud Print and Scan

Sign up

> First name/Last name (255
characters or less): Required
Used for list and report display.
Displays first name and last
name in that order.

> User name (Between 8 - 64
characters): Required
User name used for login.

X No duplicates allowed
(duplicates will not be
registered)

> Password (Between 8 - 64
characters): Required
Password used for login.

It must contain at least one
uppercase letter, lowercase
letter, number, and symbol.

3. The following message appears:
Review the End User License
Agreement and click OK.



Welcome to Kyocera Cloud Print and " Kyocera
Scan! 4 Cloud Print and Scan

Please read the End User License Agreement carefully. If you accept, please dlick OK. If
you don't accept, click Cancel; we will then erase your account within 7 days.

Hi -
I have read and accept the End User License Agreement.
Thank you for choosing Kyocera Cloud Print and Scan

Cancel E Your organization has been added to Kyocera Cloud Print and
Scan. The admin account associated with

has been activated

4. Once you receive the following -
j . ) Sincerely,
ema||, your account is reg|stered Kyocera Cloud Print and Scan Team

and activated.

5.2 Set up MFP (Customer admin)

1. In the email you receive at step 4
of Activate Customer admin
account (Customer admin), click Kyocera
Go to Kyocera Cloud Print and Cloud Print and Scan

Scan to open the Customer

portal login screen.
A

Kyocera

Cloud Print and Scan _
Hi

Thank you for choosing Kyocera Cloud Print and Scan.

Your organization has been added to Kyocera Cloud Print and
Scan. The admin account associated with

has been activaled

| &0 to kyocera Cloud Print and Scan |

Sincerely,
Kyocera Cloud Print and Scan Team

3. Management portal screen
opens. Click the Devices tab >

2. The login screen opens. After Add.
bookmarking the page, enter the St and Scon
User name and Password =
registered in step 2 of Activate
Customer admin account
(Customer administrator) , and
click Login. Customer portal

opens.
* The URL registered in the 4. Enter the MFP device serial
bookmark is used to log in to number, PIN code and
the Customer portal as a Authentication information
Customer admin. We (User name, Password), and
recommend you to take notes click Add.
S0 as not to forget. The PIN code is any 4-digit

number used to login to the admin
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menu of the MFP application. For
the Authentication information,
enter the login information of the
MFP set by the administrator.

Add devices

PIN
Use PIN 0000 for devices that do not
support HyPAS,

Install HyPAS application
(Organization
representative/Customer

admin)

The screen and setting procedure may
differ depending on the model of MFP.
There are two types of KCPS HyPAS
application, depending on the
requirements of the organization. See
4 Types of MFP applications (KCPS
HyPAS applications) for details.

1. Check whether the HyPAS
application
(CloudPrintAndScan_ x.x.x.x.pk
g) is already installed on the MFP.
On the operation panel of the MFP,
select System Menu >
Add/Delete Application >
Add/Delete Application to
display the application list.

5. Confirm that the device is

registered. This concludes the
operation from the management
portal.

* If the number of devices
exceeds the number of licenses
subscribed, you cannot register.
You can check the current
number of licenses from the
License count in the upper
right corner.

If CloudPrintAndScan is already
displayed in the application list, as
shown below, or if the application
type matches your organization’s
requirement, go to step 5.

If CloudPrintAndScan is not
displayed in the application list, or
if you want to upgrade the HyPAS
application, go to step 2.

. Save the supplied HyPAS

application
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(CloudPrintAndScan_ x.x.x.x.pk
g) to the root of the USB flash
drive.

*  Be sure to prepare a USB flash
drive that has been formatted
easily on a PC.

. Insert the USB flash drive into the
USB flash drive slot of the MFP.
When the USB drive is detected,
the following message will appear.
Tap Cancel.

+ USB Drive is recognized.
1 Displaying files.

Cancel Continue
"

. From the operation panel of the
MFP, select System menu >
Add/Delete Application >
Add/Delete Application to display
the application list screen. Tap
Add.

. A list of HyPAS applications saved
on the USB flash drive appears.
Select CloudPrintAndScan and
tap Install.

When installation is complete,
CloudPrintAndScan appears in
the application list.

. Select CloudPrintAndScan on the
application list screen, then tap
Activate.

Note: For some MFPs, select
System menu > Applications >
Applications from the operation
panel, select the pre-installed
HyPAS application
CloudPrintandScanLimited, and
start it from the menu.

* The administrator ID and
password of the MFP are
required for this setting.

If startup is successful, the Status
of CloudPrintAndScan becomes
Running.

Cloud Print and

Sean 1.11.0.1800 Running Official (@D)

. Press the HOME key on the MFP.

When the following screen
appears, proceed to Register users
(Customer admin).

If the KCPS HyPAS application is
an Extended Authentication
Application: The setting of the MFP
is complete when the KCPS login
screen appears.
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Kyocera
Cloud Print and Scan

If the KCPS HyPAS application is a
Non-extended Authentication
Application: The installation is
complete when a KCPS application
icon appears on the HOME screen.

If the login screen does not
appear, follow the steps below in
Configure MFP (Customer
admin) [Troubleshooting] to
resolve the problem.

Configure MFP (Customer
admin) [Troubleshooting]

Here are two typical troubleshooting
examples:

@ Connection error in a proxy
environment

To use a MFP in a proxy environment,

you need to configure the proxy settings.

Please read the following setup
instructions.

1. Tap Proxy and follow the on-
screen instructions to configure
proxy settings.

Enter
the IP address/Host name and Port
number, and tap OK.

& User: Admin , Admin

Tap Proxy Authentication and enter
Username and
Password, then tap OK.

2. When finished, tap Logout to exit
Administrator mode.

@ Other connection errors

1. If a connection error still occurs
after performing (HConnection
error in a proxy environment
described above, tap the & icon in
the lower right to check the
connection destination.
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organization settings are correct.
Correct any incorrect settings. You
can find the server name and
organization name from the
Customer portal URL.

Kyocera
Cloud Print and Scan

Example) For the Customer portal
URL below, set the server name to
cps.kyocera.biz (fixed) and the

2. For the User name and organization name to customersg2
Password, enter the login (unique for each

and tap Login.

https://customersg2.cps.kyocera.biz

Admin mode

Kyocera

3. On the Server connection tab,
verify that the server and

5.3 Register users (Customer admin)

This section describes how to register Create default group
users individually. To register users in :
a bulk, refer to "Register/update vt

users in a bulk" described later.

1. Login to the Customer portal as

the Customer admin and click the P o
Users tab >Create the default
group.

2. Set the initial printing conditions. Note: If you want to set the
Set Print quota or Print policy as available devices for each group,

needed. Click Add to Create the you can select the devices in Edit
Defau|£ group group > Access rights (default is

All devices). Users in the group can
only use their authorized devices.
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> First name/Last name (255
characters or less): Required
il i Used for list and report display.

Bl A g Displays first name and last

9 Al devces name in that order.
& TASKalfa 8002i()) - ZAJ6600036 - KM27389D

Edit group

.. | > Email address (up to 132
single-byte characters):
Required

3. Next, on the Users tab, click Add

user. Used for user registration and

email notification for scanning.

X% No duplicates allowed
(duplicates will not be
registered)

* If you authenticate using
Microsoft Entra ID (Azure AD),
you do not need to do a
separate user registration. To
set up Microsoft Entra ID
(Azure AD) authentication, see
see 3 Getting Started > Edit | = | &~ e
the Organization profile > oo
General > Microsoft Entra
ID authentication in the
Customer Admin Guide. Last name

Add user

Kyocera i
Cloud Print and Scan | Email address

ID card

There are currently no ID cards registered to this profile.

Role ©

) Print manager

@) user

4. Add user screen opens. Enter the canca
User name, First name, Last
name, and Email address, select
the User for the Role settings,
and click Add.

» Group name (255 characters or
less): Optional
You need to pre-register.
* A group is a unit of print 6. The following email will be sent to
management, such as the the specified email address.
user's organization.

5. The following message appears:

@ An email was =ent to

-

complete the sign-up process.

> User name (Between 8 - 64
characters): Required
User name to use for login.

* No duplicates allowed
(duplicates will not be
registered)
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Kyocera

Cloud Print and Scan

Hi
Thank you for choosing Kyocera Cloud Print and Scan.

On behalf of we created an account for you. If you do not log
in and activate your account within 7 days, we will delete your account
and any personal data

Click the link below to access our privacy statement for an explanation of
how your personal data is processed in Kyocera Cloud Print and Scan

Privacy Statement

| Activate now I
Sincerely

Kyocera Cloud Print and Scan Team

Register/update users in a bulk

If you have many users to add, you can
register users in a bulk. If group
registration is not required, go to step 3.

* A group is a unit of print
management, such as the user's
organization.

1. Click Users tab > Add group.

2. Enter a Group name, and set the
Print quota (Maximum total
printed pages and Maximum color
printed pages) and the Print
policy as needed, and click Add.
(Repeat steps 1 and 2 as many
times as necessary.)

Add group

General Access rights

Group name

Print quota
Recurring settings

4 Maximum total printed pages
100 *  pages

4 Maximum color printed pages

10 * pages
Duration
@) Monthly
Yearly Day of every month: 1 =

Custom range

Print policy
a Black and white printing only

¥4 Force duplex

Cancel Add ‘

Note: If you want to set the
available devices for each group,
you can select the devices in Edit
group > Access rights (default is
All devices). Users in the group can
only use their authorized devices.

Edit group

General Access rights

Select the devices this group can access:

£ Al devices
4 TASKalfa 8002i(J) - ZAJ6600036 - KM27989D

Sancal m

3. Click Users tab >Import users.

Kyocera
Cloud Print and Scan

4. Import users screen opens. Click
Download the template (.csv).

Import users

To add multiple users at once, add users to the template file below, then upload the file.
Refer to the Customer Admin Guide for more information.

[ Download the template (.csv) ]

Current users
(@) Skip current users
() Update current users (same user name and email address)

Upload
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5. Open the downloaded template in

Excel®or a text editor.

Al v fx
A B C D E F G

1 User name Firstname Lastname Email address Group name IDcard PIN

2

. Enter the required information for
the new users in the template.
(one user per row)

» User name (Between 8 - 64
characters): Required
User name used for login.

X No duplicates allowed
(duplicates will not be
registered)

> First name/Last name (255
characters or less): Required
Used for list and report display.
Displays first name and last
name in that order.

> Email address (up to 132
single-byte characters):
Required
Used for user registration and
email notification for scanning.

% No duplicates allowed
(duplicates will not be
registered)

» Group name (255 characters or
less):
You need to pre-register with
the same name before
importing the CSV. (described
above)

> ID card: You can register by
specifying the ID card number.

» PIN: You can register by specifying
the PIN code number. Displayed
when PIN code authentication is
enabled.

. Save the .csv file containing the new
users information by selecting CSV
(Comma delimited) (*.csv) or CSV

UTF-8 (Comma delimited) (*.csv)
from the File > Save As > select
file save location > Save as type
pull-down menu.

. Under Current users on the

Import users screen, select the
action to take if you have a current
user (registered user).

Skip Current User (default):
Imports the new user and skips
the current user.

Update current user (same User
name and Email address): Imports
a new user and updates the
current user. If there is a user
whose User name and Email
address match, the First name,
Last name, Group name, ID card,
and PIN code information are
updated according to the
information in the .csv file.

Import users

To add multiple users at once, ad
Refer to the Customer Admin Guide for more informatior

« If any of the information for
First name, Last name, Group
name, or PIN code is blank, the
current settings will be
maintained.

* In the following cases, user
information changes will be
skipped:

PIN code is already in
use
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Username and email
address do not match

e« If the ID card is blank, the
user's ID card information will
be deleted.

9. Drag and drop the saved .csv file
to Upload in the Import users
window.

Import users

To add multiple users at once, add users to the template file below, then upload the file
Refer to the Customer Admin Guide for more information.

Download the template (.csv)
Current users
@) Skip current users

Update current users (same user name and email address)

upload

Drag and drop your file here or Browse
Upload: 1 .csv file
Maximum file size: 10 MB

Maximum number of users in .csv file: 500

Cancel

10. A list of new users to be

registered is displayed. (If the User

name or Email address is
duplicated, or if the Group name
does not match due to a character
code error, an error is displayed
and registration is not possible)

Import users

users at once, add users to the template file below, then upload the file.
Guide for more information.

Current users

é Skip current users
Update current users {(same user name and email address)
Upload
import_user_template.csv X

These errors were detected:
will be imported.

vs were skipped:

0 out of 2 users

The following

User First Last Email Group 1D
# name name name address name card
2 Userl 1 user AAA
3 User2 2 user AAA
Cancel

a

11. If the upload is successful, the
following message appears. Click
Add to complete the bulk user
registration.

Import users

To add multiple users at once, add users to the template file below, then upload the file.
Refer to the Customer Admin Guide for more information.

Download the template (.csv)

Current users

‘. Skip current users

_' Update current users {(same user name and email address)

Upload
import_user_template - Copy.csv X

3 out of 3 users will be imported.

Cancel m

* Regarding the bulk export of
user information, please read
5.5 Export users (Customer
Admin).

© 2024 KYOCERA Document Solutions Inc. 13



5.4 Register users (User/Customer admin common)

1. The user receives the following
email. The user opens the email
they received and clicks Activate
now.

Kyocera
&

Cloud Print and Scan

Hi s—

Thank you for choosing Kyocera Cloud Print and Scan.

On behalf of we created an account for you. If you do not log
in and activate your account within 7 days, we will delete your account
and any personal data.

Click the link below to access our privacy statement for an explana-
tion of how your personal data is processed in Kyocera Cloud Print and

Scan.

Privacy Statement

Sincerely,

Kyocera Cloud Print and Scan Team

2. Enter a new password screen
appears. Enter new password and
click Save.

Kyocera
Cloud Print and Scan

Enter a new password

© 2024 KYOCERA Document Solutions Inc.

3. The following message appears:
Review the End User License
Agreement and click OK.

Welcome to Kyocera Cloud Print and
Scan!

Please read the End User License Agreement carefully. If you accept, please click OK. If
you don't accept, click Cancel; we will then erase your account within 7 days.

ceneel

I have read and accept the End User License Agreement]

4. This completes the user
registration process.
Log in to the Customer portal
as a Customer admin and verify
that the registered user has been
added to the Users tab.

Users

User registration is complete.

14



5.5 Export users (Customer admin)

Customer admin can export registered
user information to a .csv file.

By exporting registered user information
to a .csv file, user information can be
bulk edited. The edited .csv file can be
bulk registered/updated by the user
import function.

1. Click Users tab > Export users.

2]

Role Group User name T First name Last name

2. A .csv file such as below is exported.

Username Firstname Lastname Email address Group name [Dcard JPIN
admin admin admin GroupA
1 userl userl k &k m GroupA

2 GroupA

3. Open the downloaded .csv file in
Excel® or a text editor. The .csv file
contains the following information:

-User name
*First name
‘Last name
-Email address
-Group name
-ID card

-PIN*

*: Displayed only when PIN code
authentication is enabled.

5.6 Execute printing (User/Customer admin common)

To print, you need to install a Desktop
application. After installing the
Desktop application, you can print
from Kyocera Cloud Print and Scan. Read
the following steps.

* You can also upload and
print .pdf, .jpg, .jpeg, .tiff, and .tif
files directly from your browser. For
detailed instructions, see 4 Jobs >
File upload in the User Guide.

Download the Desktop
application

1. Log in to the Customer portal
and click the Applications tab
>for Windows to download the
Desktop application.

Kyocera

Y
Cloud Print and Scan

B Jobs

Applications

& for Windows

Windows 10/ 11

2. In your browser, when the
download of
cloudprintscan_xxxx.exe (XXXx
is the version information) is
finished, you can begin the
installation. Proceed to the next
section for Install and setup.

Downloads B Q -

[ ¥ cloudprintscan_ ]

Install and setup

1. Click the downloaded
cloudprintscan_xxxx.exe to
start the installer.

Downloads o - £

x cloudpnntscan_

«‘g 34% Kyocera Cloud Print and Scan w
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2. If the following dialog box appears,
click Yes to continue the
installation.

User Account Control X

Do you want to allow this app to make
changes to your device?

Installer

Verified publisher: KYOCERA Document Solutions Inc.
File origin: Hard drive on this computer

Show more details

Yes No |

3. The following dialog appears. Click
Install and follow the on-screen
instructions to install.

K

b

This will install Kyocera Cloud Print and Scan. Do you want to continue?

=)- Destination folder
C¥Program Files¥Kyocera¥Kyocera Cloud Print and Scan
= Port
HTTPS: 5571
Y KYOCERA | Install | Cancel

4. When the installation is complete,
the following dialog box is
displayed. Click Close.

A

The software is ready to use.

£} KYOCERA Close

5. When the Desktop application
settings screen appears, enter your
Organization name and click OK.

Kyocera Cloud Print and Scan - Print status - [m] X

* The Organization name can
be found in the following place
on the Customer portal.

Kyocera
Cloud Print and Scan

B Jobs

Applications

B Scanned documents

" Applications

Kyocera Cloud Print and Scan applications

Yownload and install the version for your operating system

. If the connection fails in a proxy

environment, click Proxy settings
to configure the proxy settings.

Kyocera Cloud Print and Scan - Print status — O b4
There was a problem contacting the server. Please confirm{ proxy settings ind try again later.

Document Status Progress Printer

Refresh Delete job Close Log out

The following Proxy settings
screen appears. After setting,
connect again.

Proxy settings =
(") Direct connection
@ Use HTTP proxy
I:I Automatically detect proxy

Host name Port
pre 5080

Use proxy authentication

User name Password

[ ) Prov

. If you see the following login

screen, the Desktop application
installation is complete. Enter the
User name and Password that

© 2024 KYOCERA Document Solutions Inc. 16



were set at the time of user
registration.

@& Kyocera Cloud Print and Scan - Print status - o %

Print

Once the installation is complete, try
printing a file.

Operations on the client PC

1. Here, we use Microsoft® Office
Word®, Open Test.docx saved on
the PC. Select the Kyocera Cloud
Print and Scan from the Printer
list on the Print settings screen
and click Print.

© Print

(A Home %] Copies: | 1
D New

Print
= Open

Printer

=

Microsoft Print to PDF
Ready

Get Add-ins ‘g@

Info <a
== Rea dy

Save
Fax
!5 Ready

«pe  Kyocera Cloud Print and Scan
o=
-

Save As

Ready

Microsoft Print to PDF
=@ Ready

noos

2. Enter your User name and
Password on the login screen and
click OK.

=

If the login screen is not displayed,
click the desktop application icon
from the Windows taskbar to

start it.

3. Confirm that the target print data
is displayed in the print data list.

If print data does not appear in the
list, click Refresh to refresh the
information.

Kyocera Cloud Print and Scan - Print status o o X

Decument Status Dragress Printer

Testdoc

(<]

Refresh s Close Log cut

This completes the spooling of the
print data.

Operation with MFP

: The following procedure applies
when the KCPS HyPAS application
installed on the MFP is an Extended
Authentication Application. For Non-

© 2024 KYOCERA Document Solutions Inc. 17



extended authentication application,
steps 1 and 2 below are reversed.

1. On the login screen of the Kyocera
Cloud Print and Scan application of
the MFP, enter your User name
and Password, then tap Login.

* For Login by PIN code/ID card,

refer to Set options
(User/Customer admin

common).

Kyocera
Cloud Print and Scan

2. If the initial screen of the MFP is
HOME, tap Cloud Print and Scan
to open the Kyocera Cloud Print
and Scan application screen.

-----

uuuuuuu

3. Select the Kyocera Cloud Print
and Scan from the menu.

Kyocera Cloud Print and Scan >

4. The spooled print data is displayed.

Tap it. Turn on the checkbox (I4)
of the target print data and tap the
printer icon.

L}

i Kyocera Cloud Print and Scan

COEO0 |H=T

5. The print settings screen appears.

Specify any settings and tap Print to
execute printing.

6. Confirm that the printed material is

output and the following
Completed dialog is displayed.

© Print

Completed.

This completes the printing.
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5.7 Execute scanning (User/Customer admin common)

This section explains how to scan
documents and save the scanned images
to your PC.

Operation with MFP

: The following procedure applies
when the KCPS HyPAS application
installed on the MFP is an Extended
Authentication Application. For Non-
extended authentication application,
steps 1 and 2 below are reversed.

1. On the login screen of the Kyocera
Cloud Print and Scan application of
the MFP, enter your User name
and Password, then tap Login.

* For login by PIN code/ID card,

refer to Set options
(User/Customer admin

common).

2. If the initial screen of the MFP is
HOME, tap Cloud Print and Scan
to open the Kyocera Cloud Print
and Scan application screen.

3. Select the Kyocera Cloud Print and
Scan from the menu.

Kyocera Cloud Print and Scan >

4. Tap Store File.

E]
| © o D
mics  longag  BoperSeinge

nCos oo

i Kyocera Cloud Print and Scan
D Scanned documents

5. Set the original documents on the
MFP and perform arbitrary scan
settings. Tap Scan to send the
scanned images to Kyocera
Cloud Print and Scan server.

L] [~ ‘ ©
o BT

i € Scanto cloud

6. If following Completed. dialog
appears, the scanned image is sent
successfully.

€ Scan to cloud

9

Completed.
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Operation with browser

1. Next, access the Customer portal
from your browser, enter your
User name and Password, and
Log in.

Kyocera
Cloud Print and Scan

X

2. Select the Scanned documents
tab and verify that there are
scanned images.

Scanned documents

3. Then select the checkbox (M) for

the scanned documents and click
Download to download the scan.

This completes the process of
saving scanned image files to your
PC.
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5.8 Output user report (Customer admin)

This chapter explains how to output
reports for checking the printing and
scanning usage of individual users.

1. After logging in to the Customer
portal as a Customer admin,
select the Reports tab > User
Report under Report type and
click Export.

Reports

2. When the report is ready to
download, the Results lists the
contents of the report. Click
Download report for the target
report to download the report.

3. The report is downloaded in a Zip
file format. After extracting, you
can see the report contents by
opening the .csv file that is
generated for example with Excel®
and so on.

@ Autoswe (@ off) D Q- =

File Home Insert Page Layout Formulas Data Review View  Automate

usage_user_report_from_08-28-2024 to_09-27-2024.

G8 v i Je

A B c D E F G H
1 |Name Group nar B&W page Color page Duplex  Simplex B&W priniCaolor gf
2 |Userl Default Gr 7 1) 0 7 T
3 |User2 Default Gr 1 0 0 1 1
4
5 |Total 8 0 0 8 8

This completes the output of the user
report.

5.9 Configure organization settings (Customer admin)

This chapter describes how to change
various organizational settings.

Configure device client settings

1. Access the Customer portal from
your browser, enter your User
name and Password, and Log in.

Kyocera
Cloud Print and Scan

b
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2. Click the user icon in the upper right

corner and select an Organization
profile from the pull-down menu.

© & English ~

Organization profile

User profile

Log out

. Select the tab for the Device
client.

’Kyocem
Cloud Print and Scan

Organization profile

evice client | Desktop settings  Storage

. Under Print default settings,
select the settings that are
appropriate for your organization.

Color mode

Select whether the user's
default print mode is Color or
Black and white.

Print side

Select the default setting for
print side, One side or Two
sides. For Two sides, select if
the page is flipped on long
edge or short edge.

After making changes, click Save.

Organization profile

Reports

5. You can select the following two

settings for Print jobs:

Keep KX Driver print job
settings: Choose whether to

prioritize KX Driver settings over
KCPS settings when printing.

No: Use KCPS settings for
printing.

Yes: Use the print settings
specified in KX Driver for
printing.

Print order: Select the order in
which multiple print jobs are
processed.

Print the newest jobs first:
Print the most recent job first
(Default)

Print the oldest jobs first:
Print the oldest job first

Print jobs
Keep KX Driver print job settings
@ No () Yes

Print order

. Print the newest jobs first | ) Print the oldest jobs first

. For the Print quota settings,

select from the menu the action to
be taken when a user reaches their
printing limit:
Immediately

When the limit is reached,
printing stops immediately. No
further pages are printed in the
job.

Subsequently

When the limit is reached,
printing continues until the
current job is finished. No pages
are printed from any jobs that
follow.

Alert

When the limit is reached,
printing continues until the job
is finished. Jobs that are printed
after the limit is reached display
a warning on the device.

© 2024 KYOCERA Document Solutions Inc. 22



After making changes, click Save.

. For Allow printing without
Kyocera Cloud Print and Scan?,
select the settings that are
appropriate for your organization's
operations.

Yes

Set this option to 'Yes' if you
want to print directly to the MFP
without going through KCPS.

No

Printing without KCPS is not
permitted. When using the
Kyocera Printing System Driver
(KX Driver), Kco port settings
are required. For more details,
please refer to the Option Print
using various settings with the
dedicated driver for Kyocera
MFP (KX Driver).

Click Save after making changes.

. Choose settings for Offline login,
PIN authentication, PIN length,
Allow custom PIN and Scan to
me according to your organization
policy.

Offline login

Select On to let users log on to a
MFP, even if the network is
offline. The default value is Off.

PIN authentication

Select On to let users log on to
the MFP using a PIN code. The
default value is Off.

PIN length

Select the PIN code length from
4 to 6 digits. The default is 6
digits.

Allow custom PIN

Set whether users can specify
their own PIN code. The default
is Off.

Scan to me

A download link is sent if the
maximum email size you set is
exceeded.

Click Save after making changes.

Organization profile

encrsl  Deviceclient  Desktop settings  Storage

For details on the FAX forwarding
settings, see FAX forwarding
described later.

Configure storage settings

1. From a web browser, access the
Kyocera Cloud Print and Scan
portal. As a Customer admin, enter
your User name and Password,
then click Log in.
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Kyocera
Cloud Print and Scan

N

Log in

2. Click the user icon in the upper
right corner of the screen and
select an Organization profile
from the pull-down menu.

o e 8 Mm@ B - O

O & English~

Organization profile

User profile

Log out

3. Select the Storage tab to
configure external storage
utilization settings.

Organization profile

| Devicecient  Deskiop ‘.-Hmu\

4. In the Linked storage account,
Check the boxes (M) for Google
Drive, Box, OneDrive, and
SharePoint Online to allow their
use for the linked storage account,
then click Save.

nnnnnnnnnnnn

This completes the external
storage permission settings. This
allows the user to utilize the
authorized storage.

Fax forwarding

The HyPAS application for MFP must be
pre-installed on the MFP, and an account
for the destination cloud storage service
must be obtained.

Note: Some models do not support this
function. Please contact the seller for
supported models.

1. From a web browser, access the
Kyocera Cloud Print and Scan
portal. As a customer admin, enter
your User name and Password,
then click Log in.

Kyocera
Cloud Print and Scan

b

Log in

2. Click the user icon in the upper
right corner of the screen and
select an Organization profile
from the pull-down menu.

it :-:' @ {3 El:l ﬁ I-_‘E “E o

O & English -~

Organization prafile

User profile

Log out
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3. Select the Device client tab. you to grant access to the cloud
yocera storage service. Log in to grant
Cloud Print and Scan

access.

& Users
Organization profile

B reports
General [ Device dient | Desktop settings  Storage
obs

Print default settings

4. Move to the bottom of the screen
and turn the Fax forwarding
radio button from Off to ON.

Kyocera
Cloud Print and Scan

- v Log in authentication

Organization profile

L Permission

7. If you select Set a common folder
for all devices as the Destination,

Turn the Fax forwarding from Off to On. click Choose folder to specify the
folder to forward Faxes. If you
5. Set the Destination and select Set the folder for each
Resolution for Fax forwarding, device as the Destination, go to
select the cloud service to which step 9.
you want to forward files on the
Storage location, and then click
Link.

Resolution

@) 300 dpi 200 dpi

Storage location

Google Drive

6. When you select a cloud storage
service (in this example, Box), a
login window opens. This allows
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8.

Specify the folder to transfer and
click the Select button. Then
confirm the specified folder and
click Save.

Select folder

10.

Select the folder.

Confirm the specified folder and click Save.

. If you selected Set the folder for

each device as the destination,
select the device in the Devices
tab and click the Settings button.

Device settings

Authentication information
Device serial number: RFFOY05397
User name
Admin

Password

Fax forwarding setting

Box

=1

Cancel

Select folder Search

~ All files
~ Favorites

> FAX

> Z_Favorite2

> Al

Cancel

Device settings

Authentication information
Device serial number: RFFOY05397
User name
Admin

Password

Fax forwarding setting

Box

All files/Favorites/Z_Favoritel
A

Cancel

Devices

T Applications

Status Last connected Model name

hctivated  2024/10/02 02:50:51 PM  TASKalfa 3253ci(J)

Click Choose folder to specify
the folder to forward document
data. After clicking the Select
button, confirm the specified
folder and click Save.

Other points to keep in mind

* You can use the Search
function on the folder selection
screen, but it only searches
through the folders currently
displayed in the list

*  Follow the procedure below if
there is a MFP that does not
allow fax forwarding.

11. On the MFP login screen for which

you do not want to forward Faxes,
tap the {}icon in the lower right >
Login as admin, then tap the Fax
tab.
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KYOCEFG Swipe ID card to log in

Cloud Print and Scan

{3 Tap the icon.

Admin mode

Kyocera
Cloud Print and Scan

Log in using a 4-digit PIN code or MFP admin
ID/password.

Server connection

Server connection

Domain name

Network m
Organization name
FAX 01
Bl | AdminPin
Unlock panel | o

i

Tap the Fax tab.

12. Select Fax > Forward, change
the setting from On to Off, and

tap OK to disable the FAX
forwarding. Then Log out and
exit the admin mode.

FAX

Forwarding

Server connection

On

FAX oK

Unlock panel

Send logs

Clear cache

[

Tap Forward and change the setting from On
to Off.

FAX

Server connection

Forwarding
Network off

-
Unlock panel

Send logs

Clear cache

[
Tap OK.

FAX

Forwarding
off

Tap Log out.
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6 Set options (User/Customer admin
common)

Please refer to each section below for the available options. (The above configurations
must be completed and the admin must set permissions.)

* Authenticate using PIN

* Authenticate using ID card (Only allowed when the application (HyPAS)
installed on the MFP is an Extended Authentication Application),

* Use external storage
* Print with various settings with Driver dedicated to Kyocera MFP (KX Driver)
e Print all accumulated print jobs in a batch by simply logging in to a MFP

Authenticate using PIN
Upon registering your user account, you

will receive an email notification with a Ky.ocera
PIN code to log in to the MFP. Cloud Print and Scan

Even if you cannot check your email, you
can find your PIN by logging in to the
Customer portal through your web

browser. If you can confirm the PIN code —

A

by email, stepl~4 is not necessary. Go
to step 5.

Kyocera
&

Cloud Print and Scan

Log in

Hi

Thank you for choosing Kyocera Cloud Print and Scan. Your PIN has

been generated. Please use this PIN to log into any Kyocera Cloud Print 2 . CI |Ck the Usel" ICOI’1 | n the u ppel"
and Scan device. . -
right and select a User profile

from the pull-down menu.

Sincerely,
Kyocera Cloud Print and Scan Team

The procedure to confirm the PIN code is

as follows.
1. In the Customer portal, enter your 3. Select the Credentials tab.
User name and Password to -
Log in. C?:J?xfielgﬂnt and Scan

B Jobs “
User profile
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4. Check the PIN on PIN
authentication.

* You cannot change your PIN

code for 10 minutes after you

create it.

5. On the MFP login screen, manually
enter the PIN using the numeric

keypad, select Log in to login.
(You can also select a

Password/PIN and enter it using

the software keyboard.)

&
il
d4's
78
0

o=
2z
2

(X}
3
6
9
8
o

]

Authenticate using ID card
ID cards can be used on MFP that
support ID card readers.

To use an ID card, you need to use an ID
card reader to register the ID card to the

MFP. The procedure to register the ID
card is as follows.

1. Go to the MFP where Kyocera
Cloud Print and Scan is
installed.

Confirm that the login screen is
displayed, and hold the ID card
over the ID card reader of the
MFP. A message appears

2.

indicating that the ID card is not
registered. Select Yes to register
the ID card.

The ID card registration screen
appears. Enter your PIN or User
name and Password and select
Register. (The following is an
example of entering a PIN. The
Username and Password are the
same as those for the login in the
Customer portal from the
browser.)

When the registration is
completed, the following message
appears. Tap the x button to
return to the login screen.

* The information of the
registered ID card is displayed
in the Credentials tab of the
User profile by logging in to
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the Customer portal from a
browser.

Use external storage

Available third-party storage services are
displayed on the User profile. If your
administrator has not authorized the
service, it will not appear in the Link a
storage account area.

1. In the Customer portal, enter your
User name and Password to Log
in.

Kyocera
Cloud Print and Scan

‘

Log in

2. Click the user icon in the upper
right and select a user profile
from the pull-down menu.

3. Select the Storage tab.

Kyocera
Cloud Print and Scan

B Jobs .
User profile

& Scanned documents

Link a storage account

© 2024 KYOCERA Document Solutions Inc.

4. Under Link a storage account,
select the Link of either the
Google Drive, Box, OneDrive, or
SharePoint Online. (You must
obtain an account in advance.)

General Credentials Advanced Storage

Link a sterage account

Google Drive Link

ok Link

OneDrive Link

Sharepoint Online Link

5. Add accounts for each cloud
storage. (Here is an example for
Google Drive. Click Continue.)

G Sign in - Google Accounts - W - Microsoft Edge - [m] X
31 hitpsy/accounts.google.com/signin/oauth/id?authuser=0&part=Aligh.. A

G Sign in with Google

&
Signin to ga-cps
° ~

By continuing, Google will share your name, email address, language
preference, and profile picture with ga-cps. See qa-cps’s Privacy Policy and
Terms of Service.

You can manage Sign in with Google in your Google Account

Cancel Continue

English {United States) - Help Privacy Terms

6. When Unlink is displayed, the
external storage registration
process is complete.

Note: For Google Drive only, click
Manage folders and files to
select the folders and files you
want to use beforehand.

30
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wk
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With the above steps, the
registered cloud storage is added.

Print using various settings
with the dedicated driver for
Kyocera MFP (KX Driver)

This is the setup procedure to integrate
with the Kyocera MFP driver (KX Driver)
installed in the user's PC.

If you have not yet installed the KX
Driver, install the KX Driver first.

1. On your Windows PC, go to Start
> Settings ({&}) > Devices >
Printers and Scanners.

@

Settings
Power

L Type here to search

Select Start > Settings

Windows Settings

D Mobile devices @ Network & Internet
Link your Android, iPhone Wi-Fi, airp! mode, VPN

Select Devices

€ Settings - o X

@ Home Bluetooth & other devices

Find a setting
‘ e Add Bluetooth or other device

Devices
Bluetooth
BB Bluetooth & other devices @ o
[ 1 Pritant & acanaas ] Now discoverable as *K090300283"
0 Mouse
Mouse, keyboard, & pen
B Touchpad E Microsoft Wireless Transceiver
B Typing

o & Windowe bk Wireless displays & docks

[ Lab-Mesting_AreatFront)
®  AutoPlay

Large_Conference_Room
B uss I:I Not connect

Select Printers and Scanners

. Select the KX Driver of the MFP

you want to use, and then select
Manage.

@ Home Printers & scanners

Find a setting E Kyocera TASKalfa 2554ci()) KX

Devices
Open queue Remove device
yocera TASKalfa 255-

E§ Bluetooth & other devices g K 554ci1) NW-FAX
@3 Printers & scanners 8 Evocera TSNS 538360 iOK
@ Mouse

a Kyocer L NW-F
& Touchpad

E Kyoce NWF
@ Typing

Kyoce A Ia 605 K

o Pen & Windows Ink

. Select Printer properties from

the Manage your device list. The
Printer Driver Properties window
appears.

< Settings - o X

@ Kyocera TASKalfa 2554ci(J) KX

Manage your device

Printer status:  Idle

Open print queue

ta test page

Prin
i

Pr

P

H:

4. Select the Ports tab.

© 2024 KYOCERA Document Solutions Inc. 31



= Kyocera TASKalfa 2554ci(J) KXProperties X e Kyocera TASKalfa 255&i()) KXProperties 7 %
Genersl Ehmnl Advanced Color Menagement Security Device Settings Genersl  Sharng  Forls  Adwnoed Color Mansgemant  Security
Freview image: Device options
= iy ocera TASKalfa 2554cil)) KX e —— —
BLarge capacity feeder [cassette 3, 4
Olside feeder [cassetts 5
Location: ‘ DOside teeder fcassette 5, 6, 7)
DOliarge capacity side teeder (cassette 5,6, 7
Comment: Bright job separater
) [J4000-sheet finisher... v
| € >
Auto Configure...
Model: Kyocera TASKalfa 7052ci()) KX Memary: 08 | T ME
Features
Color: Yes Paper available: | PCLXL |
Double-sided: Yes Letter A
Staple: Yes Legal Administrator... User.., FOL... Compatibilty...
Ledger (11x 17)
Speed: 65 ppm Statement
Maximum resolution: 1200 dpi Executive v
Preferences... Print Test Page
©] KYOCERA [ —— = T
cmesi | | Ay

7. If it is not PCL XL, click the PDL
5. Select KcoPort from the list of button.

ports displayed and click Apply.

= Kyocera TASKalfa 2554ci(J) KXProperties ? *

i Kyocera TASKalfa 2554ci()) KXProperties % Ganersl Sharing Ports  Adwnoed Oolor Mansgement Saourity Devioe Settings

Preview image: Device options

Genersl Sharing  Ports  advanced Color Mansgement Security Device Settings

 Paper feeder [cassette 1, 2) ~
ELarga capacity feeder (cassette 3, 4}

[Jside feeder (cassette 5)

Oside feeder (cassette 5,6, 7)

Dlarg! capacity side feeder [cassette 5, 6, 7
MRight job separator

[J4000-sheet finisher... v
< >

=2 Kyocera TASKalfa 2554ci()) KX

Print to the following port(s). Documents will print to the first free
checked port.

Port Description Printer w
[ FiLE: Print to File

[JKNM  Standard TCP/IP Port  SBF5HE

[J PORTP... LecalPort Microsoft XPS Document Write...
Local Port OneNote (Desktop)

Job Control Service P...  Kyocera Cloud Print and Scan

| Auto Configure..

Memory: s MB

- Adobe POF Administrator.. | User.. | compatibiliy..
[J Docu.. AdocbePDF Adobe PDF v
Add Port... [ Delete Port Configure Port...

[ Enable bidirectional support
[C]Enable printer pocling

£} KYDCERA Cor 1 concel | [ v

i

8. The Page Description

6. Select the Device Settings tab. Languages window opens. Select

Check the display of the button in PCL XL and click OK. Then click
the lower left of the Preview OK in the Properties window to
image. close it. This completes the KX

Driver integration.
If it is PCL XL, click OK to close

the Properties window. This Fr— .
age Description Languages (PDL) ? X purity Device Settings
completes the KX Driver -

Available languages:

. . " der (cassette 1, 2) N
I nteg ratlo n . l :gll:: DGDI S lacity feeder (cassette 3, 4)
BCL 5¢ er [cassette 5)
PD er (cassette 5,6, 7)
H H ity side feed, ette 5, 6,7

If it is not PCL XL, proceed to the ikl

Data passthrough gt finisher... v
next step. >

Auto Configure...

[ ) e

Co ) o

Administrator... User... PDL... Compatibility...

QKHI]EERE | ok || cancel | [ Aemy
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Print all accumulated print jobs
in a batch by simply logging in
to a MFP
1. Access the Customer portal from
your browser, enter your User
name and Password, and Log in.

Kyocera
Cloud Print and Scan

N
Log in
2. Click the user icon in the upper

right and select the User profile
from the pull-down menu.

o & English =

User profile

Print poli Log out

Search

3. Select the Advanced tab.

Kyocera
Cloud Print and Scan

B Jobs

4. Select Enable contact-free
printing and click Save to enable

batch printing of multiple print
jobs.

Note: You can print up to 20
documents at once.

Kyocera

Cloud Print and Scan

Jobs
User profile

uments

Enable contact-free printing @
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