
Using Department IDs To 
Track Usage On Canon MFDs

In this document we will instruct you in 
setting your Canon MFD to restrict usage 
using the Department ID functions of the 
device. We will also Cover how to create 
new Dept IDs, how to obtain usage reports 
from the device, and how to add a user’s 
Dept ID to their PC driver. 

Click below to skip to a specific step

Enable & Create Dept IDs

Dept ID Usage Reports

Driver Settings



Enabling The Device To 
Use Dept. IDs

The first step in using Dept IDs is to enable 
them in the device. This can be done at the 
device or from the device RUI. 

You may advance to the next slide or click on 
the method you would like to use to skip 
directly to those instructions. 



Enabling Dept 
IDs From The 
Device

6 Turn On Department ID Management

5 Tap on Department ID Management

4 Tap on User Management

3 Tap on Management Settings

2 Tap the Log In button on the touch screen and 
enter your System Manager ID and PIN.

1 Press the Settings/Registration button on the 
right side of the control panel.



Department ID Settings
• Register PIN – Opens the window for creating 

Department IDs

• Page Totals – Opens the window that allows printing of 
reports and resetting the totals

• Allow Printer Jobs with Unknown IDs – This function 
allows users to print without a Dept. ID. This function 
should be turned off.

• Allow Scan Jobs with Unknown IDs – This function 
allows users to scan without a Dept. ID. Since scanning 
is not billable, this function can be left on.

• Allow Black Copy/Print Jobs – This function creates a 
button on the login screen that will allow BW copies to 
be made without using a Dept. ID. If all 
Printing/Copying is tracked, Leave this function off.

• Allow Black Printer Jobs – This function allows BW 
print jobs to process without a Dept. ID. If all 
Printing/Copying is tracked, Leave this function off.



• Register – Allows you to create 
a new Dept ID.

• Edit – Allows you to modify 
the currently selected Dept ID

• Delete – Allows you to remove 
the currently selected Dept ID

• Limit Functions – Allows you 
to select which device 
functions you would like 
exempt from the Dept ID 
requirement. Different devices 
will allow more or less choices.

Register PIN Screen

Upon entering this screen you will see a list of the Dept IDs currently 
registered in the device as well as any page limits that were placed on the ID.



Creating a New 
Dept ID

• In this window you can enter the new 
Dept ID and you can add a PIN if you 
desire. 

• If you would like to restrict the user’s 
ability to print, copy or scan you can do 
so in the Page Limit screen.

Setting Page Limits
This function allows you to restrict how many 
prints or copies a user can make between 
counter resets. 

By enabling an option and entering a number 
into a category the user using this Dept ID will 
receive a message stating they have reached 
their allotted limit and will not be able to print 
or copy until the counter is reset. This function 
can be used to restrict users from printing or 
copying in color by setting the allotment to 0.



• In this window you can select 
which device functions require a 
Dept ID to use. 

• For example, in an office where 
you have a large amount of faxing 
and/or scanning you can remove 
these functions from the Dept ID 
requirement, since they are not 
billed, and users will not need to 
enter a Dept ID to use these 
functions. 

Limiting Functions



Enabling Dept IDs 
From The Remote 

User Interface

The Remote User Interface or 
RUI is accessible from a users
PC by typing the device’s IP 
address into the address bar in 
any internet browser. 

On the login screen enter your 
administrator credentials then 
click Log In. 
*Administrator rights are 
required for managing Dept 
IDs



Click on Setting/Registration

Access Dept ID Management

Click on User Management

Click on Department ID 
Management



• Register New Department –
Allows you to create a new 
Dept ID.

• Delete Department – Allows 
you to remove the currently 
selected Dept ID

• Settings – Opens the window 
that allows activation of Dept 
ID Management and all of the 
options associated with it.

• Display – Each  page can 
display up to 100 IDs. If there 
are more than 100 IDs you can 
select the next 100 IDs from 
the drop down and click 
display to show them.

Department ID Management

Upon entering this screen you will see a list of the Dept IDs currently 
registered in the device as well as the number of prints, copies, and scans 

each ID has made since the last reset and any page limits that were placed on 
the ID. 



• Enable Dept ID Management – Turns on Dept 
ID Management. Must be turned on to use 
Dept IDs

• Limit Functions – Allows you to  select which 
device functions require a Dept ID to use.  

• Allow Printer Jobs with Unknown IDs – This 
function allows users to print without a Dept. 
ID. This function should be turned off

• Allow Scan Jobs with Unknown IDs – This 
function allows users to scan without a Dept. 
ID. Since scanning is not billable, this function 
can be left on

• Allow Black Copy/Print Jobs – This function 
creates a button on the login screen that will 
allow BW copies to be made without using a 
Dept. ID. If all Printing/Copying is tracked, Leave 
this function off

• Allow Black Printer Jobs – This function allows 
BW print jobs to process without a Dept. ID. If 
all Printing/Copying is tracked, Leave this 
function off

• Count Each Page as 2 – Sets the counter to 
count each print job on legal or large size paper 
as 2 pages instead of 1. This does not affect 
billing

• Clear All Counts – Sets all of the Dept ID 
counters to 0. This does not affect the main 
counter

Department ID Management 
Settings

Before you will be able to utilize the Dept ID 
functions you will have to enable them here



• Department ID – Enter the new 
Dept Id in this box

• PIN – If you would like to assign a 
PIN to the Dept ID enter it here. 

• Confirm – If you created a PIN re-
enter it here

Page Limits

This function allows you to restrict 
how many prints or copies a user can 
make between counter resets. 

By enabling an option and entering a 
number into a category the user using 
this Dept ID will receive a message 
stating they have reached their 
allotted limit and will not be able to 
print or copy until the counter is reset. 
This function can be used to restrict 
users from printing or copying in color 
by setting the allotment to 0.

Registering a New Dept ID
This screen allows you to create a new Dept ID 

and PIN (Pin is not required). You can also restrict 
the amount of printing the user of the Dept ID 

can do.



Generating Usage 
Reports

Once Dept IDs Have been activated the 
device will count all copy and print activity 
for each ID. You can obtain the counts and 
reset the counters back to 0 at the device or 
via the RUI

You may advance to the next slide or click on 
the method you would like to use to skip 
directly to those instructions. 



Accessing 
Usage 
Reports From 
The Device

6 Tap on Page Totals

5 Tap on Department ID Management

4 Tap on User Management

3 Tap on Management Settings

2 Tap the Log In button on the touch screen and 
enter your System Manager ID and PIN.

1 Press the Settings/Registration button on the 
right side of the control panel.



• Clear – Sets the counters for the selected Dept 
ID to 0

• Print List – Allows you to print out the counters 
for all of the Dept IDs. There are multiple report 
options in this function 

• All – Prints all reports
• Total Print Only – Prints a report for total 

usage for Color, BW, and Scans
• Black Only – Prints the breakdown of all 

BW printing, copying, and scanning
• Color Only – Prints a breakdown of all 

color printing, copying, and scanning 
• Clear All Totals – This function allows users to 

print without a Dept. ID. This function should 
be turned off

• Large 2 Count Management – This function 
sets the counter to count each print job on legal 
or larger size paper as 2 pages instead of 1. This 
does not affect billing

Page Totals
From here you can print usage reports, clear the usage counters, or just view 

the counters for the different Dept IDs



Accessing Dept ID 
Usage From The 

Remote User 
Interface

The Remote User Interface or 
RUI is accessible from a users 
PC by typing the device’s IP 
address into the address bar in 
any internet browser. 

On the login screen enter your 
administrator credentials then 
click Log In. 
*Administrator rights are 
required for managing Dept 
IDs



Click on Setting/Registration

Access Dept ID Management

Click on User Management

Click on Department ID 
Management



How To Obtain Usage Reports From The RUI

The Canon devices do not have the 
ability to export the usage reports to a 
spreadsheet so in order to get the data 
into a spread sheet you can click and 
drag to select the data from the RUI, 
copy it and paste it into a spreadsheet. 

Once you have the data in the spreadsheet, you can delete 
column A and row 1 to give you a usable data table. 

• Total Print – Combination of all color and BW copying 
and printing

• Color Total – Combination of all color copying and 
printing

• Black Total – Combination of all BW copying and printing



Setting User Computers 
To Work With Dept IDs
Once the Canon MFD is configured and the Dept IDs have been entered into it, the next step is 
to configure the Dept IDs into each user’s computer. This is accomplished in the driver 
configuration under each user profile in the computer. There are several things to keep in mind 
before starting this process.

• If the user is present at the time of configuration, they will be able to enter their ID into the 
driver. If the user is not present, then the driver can be configured but the user will have to 
enter their Dept ID into the driver at a later time or they will be prompted to enter it every 
time they print.

• If multiple users are using one computer, the Dept ID will have to be entered under each 
profile. 

• Admin rights on the computer will be needed to configure the driver in Windows. OSX does 
not need admin rights for these steps.

• If the “Allow Printing With Unknown IDs” function is turned off then any user without their 
drivers configured will not be able to print. This is important for laptop users whose 
computer may not be available during the setup process.

• Computers that are connected to the wireless network must be connected to the 
SecureCanes network in order to print to the Canon devices.

You may advance to the next slide or click on the method you would like to use to skip directly 
to those instructions. 



Driver 
Settings In 
Windows.

6 Select “Printer Properties” from the drop menu

5 Right Click on your Canon printer

4 Click on “Devices and Printers”

3 Type “Control Panel” and press Enter

2 Click on the Start Menu in the bottom left 
corner of the screen

1 Log current user out and log into the PC as an 
Admin

Also, because UM is still in the 
process of upgrading all users to 
Windows 10, some users are still 
using Windows 7. These 
instructions will work with both 
versions of Windows.

As mentioned earlier, Admin 
rights will be needed to configure 
the driver settings. While some 
users will have these rights on 
their PCs, in order to make the 
instructions more uniform they 
will instruct you to log the current 
user out and to have an admin 
login. After configuration the user 
will log back in for the last steps.



7. Click on the “Change 
Properties” button. If 
this button is not 
present, move to the 
next step

8. Click on “Device Settings”

9. Make sure that “Use 
Department ID 
Management” is 
checked on

10. Click on Settings



11. Check Allow PIN Setting
12. Uncheck the other 3 

boxes
13. Click OK
14. On the Previous 

window, click OK
15. Log out of Windows 

and allow the user to 
log in

16. After the user logs in, 
navigate back to the 
Department ID/PIN 
Settings window and 
repeat steps 11 & 12

17. Have the user enter 
their Dept ID (& PIN if 
they have one)

18. Click Verify
19. If the Verify screen says 

that the Dept ID is 
verified, skip to step 21 

20. If the Verify screen says 
that it could not verify 
the ID then check the 
Authenticate 
Department ID/PIN at 
Device (this is 
sometimes required for 
laptops)

21. Click OK in this window 
and the previous one.



Driver 
Settings In 

OSX.

6 At the top of the screen, click on Printer and 
choose Settings from the drop list

5 Click on the Canon Printer and then click on 
Open Print Queue

4 Click on Printer and Scanners

3 Select System Preferences from the drop list

2 Click on the Apple logo in the top left corner of 
the screen

1 Have the User log in to the computer

Because of the differences in the 
different versions of OSX, these 
instructions may seem a bit round 
about but they will work with all 
versions of OSX

Unlike Windows, OSX does not 
require admin rights to add the 
Dept ID to the driver so these 
step need to be done while the 
user is logged in



7. Click on Options

8. Check 
Department ID 
Management

9. Click on Utility

Note: The number of 
options in this list will 
differ depending on the 
printer model and the 
accessories installed. 
You may have to scroll 
down to find the 
Department ID 
Management option



10. Check Department ID 
Management

11. Have the user enter their Dept 
ID (& Pin if they have one)

12. Uncheck Do Not Use Dept ID 
Management When B&W Printing

13. Click Save Settings

14. Click on the close button then click 
OK on the previous window

This window will not automatically close when you click 
on Save Settings and will have to be closed manually by 
clicking the left most of the 3 small bubbles at the top 

left of the window.
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