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Overview

This exercise will demonstrate the ability to manage jobs by using the Folder feature of the GX
Print Server. The user has the ability to create Folders and easily store jobs in the folder by
Dragging & Dropping files. This exercise will also demonstrate the way Folders can be used to

filter jobs.

Obijective

By the end of this exercise users will be able to:

Find the location of the setting on the GX Print Server

[ ]
e Create a new Folder
e Store jobs in Folders by Dragging & Dropping files
e Filter jobs by using a Folder
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Create Folder

1. Click the (Create Folder) button in the Job Filter area.
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2. Enter a Folder name. Then click [OK].

Create Folder M X

| sample Folder 1
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3. You can now see the Folder which has been created in the Job Filter area.
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Congratulations you have now completed the task of creating a Folder.
Please continue to the next exercise of storing jobs in a Folder.



Store Jobs in a Folder

where you want them to be stored.

Hold

Error 16 | Completed 2

201710828 154628 201710828 15,4630

Sarple Folder i
pt 20170626 142421 0170828142422 2740K8
37 ADOG1_1056 20170828 142420 0170828 142421 28ABKB
= 03 3 ADOC1_100pat 20170878 142419 20170826 142420 10419K8
35 10paf 201710628 142418 201710828 142419 K8
EN - 28 t_gs.shver_geometry_Fixpel ®: 2017082510 10,41 20170025 172028 8515KD
- Sanple 0 25 t_ps_qoid_kol_mod pdt : 20170825 101640 0170825101641 2164K8
24 Fuj Xerox Metalic - Standard pof @ 20170625 10.1639 201710825 152356 #3K8
i et IIl 23 Changed Fuj Xerox Gold Metalic - Standard pdf 20170825 10,1837 201710825 101639 #7K8
- etatic o] 201708024 134934 0170825101020 3664K8
- L 201700824 1347.00 201710826 10.10.29 3664 K8
Advanced Search + 20170924 134525 0170825101028 3664 KB

L a

»E @850

Planned Start Date(Time ¥ Printed

input

1. Select the required jobs in the Job List, and Drag & Drop them into the Folder
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Each folder shows the number of stored jobs. Initially, all jobs are stored in the

#Default folder.
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You can also store jobs in a folder by [Right Click] > [Move To] in the job list.
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Congratulations you have now completed the task of storing jobs in a Folder.
Please continue to the next exercise of using Folders to filter jobs.




Filter Jobs using a Folder

1. Select one of the Folders in the Job Filter area.
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2. Only jobs in the selected Folder are displayed in the Job List.
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3. If you want to clear Folder filtering, select the (Clear Filter) icon.
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4. Filtering is now cleared, and all the jobs are displayed.
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Congratulations you have now completed this exercise.





