
How to set up a hold print for your copier 

 

 

Go to your Control panel 

Go to Printers/Devices – CLICK TO OPEN 

 

  



Right click on Copier (KYOCERA) 

 

 

 

Go to printer preferences and open 

  



#1 - Click on Job  

#2 - Check box  

#3 - Change from Proof and hold to Custom Box 

 

 

   

 



 

#4 - Click Setting – a box will open up.  Click the greyed out dot (Use Specific box number) 

#5 - Box number –  YOUR ROOM NUMBER  (do not put  room 10,  use the format of 10) 

**DO NOT SET UP A PASSWORD** 

#6 -  Click OK 

 

 

 

 

CONGRATULATIONS – YOU ARE DONE 


