Delegated Release Guide

Delegated Release is a secure printing solution that empowers you to authorize delegates to release your print
jobs using the Control Panel Application (CPA) without sharing passwords or credentials. Whether you're
working remotely, in a meeting, or simply need someone else to collect your documents, Delegated Release
ensures your sensitive information stays protected while maintaining security compliance.

Key Points

Delegated Release provides the following benefits:

¢ Flexibility — authorize different people to release print jobs as needed.
e Security — no need to share passwords, PINs, or badges with others.
« Efficiency — eliminates workarounds like forwarding documents or messaging.

How it Works

When you use Delegated Release, there are two key roles:

Initiator:
| The person who sends a print job to the print queue and can assign it to delegates for release.

Delegate:
| The person who releases the print job on behalf of the initiator using secure authentication methods.

The process works through a simple workflow:

1. Submit a print job and assign it to one or more delegates.
2. Delegates authenticate at the printer using their own credentials to release your job.

Every action is tracked and audited, so there's complete visibility into who initiated each job and who released
it.
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Updated Self-service Portal Overview

Delegated Release adds an enhanced navigation header to your Self-service Portal. The updated portal provides
easy access to all print management tools through the following additional tabs.

Printers Tab

The printers tab show the tree structure with the folders and printers available to you. If configured by your
administrator, you can also see a map showing where the printers are located. You can self-install printers shown
on the map or by selecting from the list.

g PRINTERS  PRINTJOBS  DELEGATES venu ~ € ‘
Printer name o location My Company > Nevada
< [ My Company I——‘(/-é | &\)‘—l I-% B
» [ HQ
Nevaca N | 75, — N
» T Utah

- &
_AE L
imrnamey o RT—

&  canon iR 525FF Ganon Generic Plus PCLE

& FXApeosPort 2570 FF K505p for ApeosPort C3070 PCL 8

B Konica Minolta 4050 KONICA MINOLTA Universal PCL Mini

B Lexmark MX410de Lexmark MX410 Series XL

& Pull Printer HP Universal Printing PCL & (v7.0.1)

:
Access your personal print queue from the Print Jobs tab:

¢ View held jobs waiting for release.
¢ Release jobs directly from the portal.
e Track which jobs are still pending.

Company Logo PRINTERS ~ PRINTJOBS  DELEGATES [2)
Print Job Release Portal L]
Canon ImageClass 642 ~

Title. Pages Status. Job Type ‘Submitted Size

D PrinterLogic 1 Held Secure: Workstation 2025-09-03 12:13:24 PM 1014 KB

D Delegates 1 Held Secure: Workstation 2025-09-03 12:13:45 PM 192 3KB

D Delegates 1 Held Secure: Workstation 2025-09-03 12:20:53 PM 2214 KB

D Microsoft Word - Introduction docx 2 Held Secure: Workstation 2025-00-03 125640 PM 787 KB
Canon iR 525iF

Title Pages Status Jab Type Submitted Size
D Microsoft Word - Introduction.docx 2 Held Secure: Workstation 2025-09-03 12:21:12 PM 1137 KB
D Delegates 1 Held Secure: Workstation 2025-09-03 01:01:58 PM 1106 KB

HP
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Delegates Tab

¢ Manage your delegation settings from the Delegates tab:
¢ View, add, and remove delegates. You can assign up to 25 delegates.
¢ Enable delegate selection prompts to choose which delegate can release each print job. You can still release

your own print jobs after assigning delegates.

The header navigation eliminates the need to
remember complex URL paths. Move between tabs
to access the tools you need.

WNSION PRINTERS  PRINTUOBS  DELEGATES e
PRINT
My Delegates &
This is a list of users you've authorized to pick up print jobs on your behalf. Learn more
Name Email
O —— |

Add and Manage Delegates

Add and manage delegates who can release your secure print jobs. Delegates use their own credentials at the
printer to release jobs on your behalf.

A Make sure you're logged in with your IdP/LDAP

credentials, not a domain-joined or local account.
The user logged into the portal must match the user
logged into your Vasion PrintClient.
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If your administrator has enabled Delegated Release, you can see the Delegates tab when you access the Self-
service Portal. When your administrator allow you to manage your own delegates, you can see additional options

to add and remove delegates on the top-right corner.

VNSION e
PRINT
My Delegates @
Add or remove users who are trusted to securely release print jobs on my behalf. Learn more
O Name Email
No delegates added

Add Delegates

Access the Self-service Portal.

Log in to the portal using your authenticated user credentials.

Select the Delegates tab in the portal header.

Select + Delegate on the top-right corner.

Search for and select the users you want to release your secure print
jobs.

6. Select Add
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Remove Delegates

1. Select the delegate you want to remove.

2. Select Remove on the top-right corner.

3. Select Remove on the confirmation
modal.

This removes delegates from your list

Remove Delegates (2)

immediately and they no longer show up in e s e gt

all queued print jobs, aven those.

the delegate selection prompt. The delegate I
cannot release any print jobs for the initiator,
even if they were previously assigned to
release a print job.

Configure Settings

You can configure the options you want when you send a secure print job. Configure your delegate selection and
notification preferences from the Delegates page.

Enable Delegate Selection Prompts

1. Access the Self-service Portal. My Settings
2. Select the Delegates tab. Enablo Dlogate Seection Prompt
X i i By enabl?ng»this se.ning you'll seea prompt each time you
3. Select the Settings icon & on the top-right. e A T
4. Select Enable Delegate Selection Prompt if you want to choose which elsgees orcancelne b stogetner
delegates can release each print job. When disabled, all delegates are My Notifications

always allowed to release your print jobs.
5. Select Notify me when my print job is released to receive an email when
the delegate has release the job at the printer.
6. Select Save.

Notify me when my print job is released.

After configuring delegates, you'll see prompts when printing to secure or pull printers.

The Print Experience

Depending on how the printer is configured by your administrator and if you enabled the delegate selection prompt,
here is what you can expect to see.

Print Job Options

Secure Release Print prompt modal with the options to ~ Primered X
Print, Hold, or Cancel the job. Refer to the Secure Print & B e (G (R
Settings Guide for more details.

Printer Name:l} Canon iR 525iF

Document Title: Microsoft Word - Introduction.docx

‘Would you like to print this immediately or hold?

Hold p Cancel Job
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Release Delegated Print Jobs

Delegate Selection

If you select Hold, choose which delegates can release

your job:

e Myselfis always selected and cannot be
changed, since you always can release your own

jobs.

e Select from the list of available delegates who you
want to release your job.

The system remembers your previous selections as

defaults.

Release Delegated Print Jobs

6

Hold Print Job for

),\E Printer Name: Canon iR 525iF

Document Title: Microsoft Word - Introduction.docx

‘Who would you like to hold this print for?

-
¥ SelectALL

v Associate Writer
¥ Content Manager

Back | ,T‘ [2]

Cancel

When you're selected as a Delegate, you can securely release documents on behalf of Initiators who send a
secure print job. Delegates use their own authentication credentials at the printer and release assigned print jobs
by selecting them from the list, following the normal print release process.

When configured by the administrator, delegates can access the Print Jobs and Delegates tabs to see any jobs

held.

WNSION

PRINT

My Delegates

PRINTERS

PRINT JOBS  DELEGATES

This is a list of users that are authorized to pick up print jobs on your behalf. Learn more

My Initiators

This is a list of users who initiate print jobs and have authorized you as a delegate to pick them up on their behalf

Name

Email

However, delegates can only release jobs directly at the printer using the Control Panel Application (CPA).
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Release a Held Job
1. Login to the CPA. 2. Select Print Release.

MNSION PRINIT formerly PrinterLogic® < MNSION PRINIT formerly PrinterLogic® X

SCAN BADGE
© vesm O m O o0 Release Scan to email
E Scan to Storage
3. Select the desired initiator from the list. 4. Select the desired print jobs and use the Print
MNASION PRINT fomery PrinterLogo’ X button.

Myself (3) > < _ X
I <) > = Title Pages Status  Submitted
I ) > [[] Patient Documentation 1 Printing  07:45 AM
I 0 > Hospital Documentation 12 Ready  O7:45AM
I Y > D Lab Results for patient A 2 Printing  07:45 AM
D HIPPA Notice 3 Ready 07:45 AM

Pharmaceutical study 4 Ready 07:45 AM

D Follow up Instructions 1 Ready 07:45 AM

Configure Settings

You can enable notification preferences from the Delegates page.

Enable Notifications

1. Access the Self-service Portal. My Settings
2. Selectthe Delegates tab. My Notifications
3. Select the Settings icon 2 on the top-right. [ oty mo uhenaprinioiseady o cegateto
4. Select Notify me when a print job is ready for
delegate release to receive an email when a

print job is ready for release.
5. Select Save.
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