Protecting Sensitive Information
I can Password Protect (Encrypt) a Document.
You can password protect a Document so that no one can open and view it without entering the password you have set for opening the document. This is ideal for when you need to send sensitive information or student names via email. 
Office 2007 - Office Button (top left corner) > Save As > Word 97-2003 Document > Tools (bottom left) > General Options > “Password to Open”: enter the school decided password > Confirm password by reentering the password > OK  > Save as usual 
Office XP or Office 2003 - File > Save As > Tools (top right corner) > Security Options > In the “Password to Open” field type your school decided password > OK > Confirm Password by reentering the chosen password > OK > Finish Saving as Usual 
Office 2010 - File > Info > Protect Document > Encrypt with Password > Type Password > OK > Re-enter Password > OK > Now you may Save as Usual 
Now that you have encrypted the document with a password to open, you can attach the document to an email as you normally would. When the receiver opens the attached document, they will be prompted to enter the password before it will open. If you forget the password, you will not be able to access the document. 
I can store a print job and print it when I get to the copier. 

Steps on the Computer - File > Print > Select the Sharp Copier > Properties > “Job Handling” Tab > put a check in the box next to “Retention” > Make sure the “Main Folder” is selected > OK 
Steps on the Copier - Enter your Copier Code > Select the “Document Filing” tab > Main Folder > Select your document > Select Job (such as Print or Delete) 
I can password protect a document when I scan it on the copier.
Log in to the copier > Image Send Tab > Select your recipient > Condition Settings > File Format > OK > PDF > Check the Encry. Box > OK > Start (copy button) > Entry > Type Password > OK > Select Read End when finished scanning 
