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Using the Shared ANC Printer in the Wilson Building 
 

The OANC has a printer in the Wilson Building available for Commissioners’ use 24/7. It is located 
in the hall just outside of the OANC office on the Ground floor of the Wilson building – to the right of 
our door at G11. You will need to turn on the printer (if it has powered off) and log in to the printer to 
access the copy and print functions. 
 
This quick reference will go over the following topics: 
 

• Powering on the copier/printer;  

• Logging in to the printer;  

• Selecting color or black & white copies; and, 

• Directly printing a file in USB memory. 
 
No. 1 – Powering on the copier/printer. 
 
During normal business hours, the copier/printer will likely already be on. However, following 
periods of inactivity, the machine will automatically power off. If the display screen is black, the image 
below indicates where the power button is located to turn the machine on. 
 
 
 

• The power button is located 
on the upper right edge of the 
display screen. Push the 
button with the icon below. 
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No. 2– Logging in to the printer. 

To log in to the printer, each Commission has been set up with a username related to their 
Commission. So, usernames are ANC1A, ANC1B, ANC1C, etc. all Uppercase. If you do not remember 
the username or need to look it up, you can select if from the list (the button is to the right of the 
Login Name on the control panel, see image below).  

At this time, usernames are ALL CAPS (uppercase). 

The password was distributed to Commissioners by email. If you need assistance with the password, 
please contact the OANC office between the hours of 10am and 6pm by phone (202) 727-9945 or by 
email at oancs@dc.gov. 

No. 3 – Selecting color or black & white copies. 

Once you have logged in to the printer, to copy a 
document you have, place it on the glass plate and close 
the lid or put multiple pages in the paper tray (face up) 
on the top of the lid. Then select the “Copy” icon. Upon 
doing so, you will notice a chose of B/W Start or Color 
Start in the lower right corner of the display. The default 
printing option is Color. To select B/W, you can select 
that option before printing. See the image to the right. 

No. 4 – Directly printing a file in USB memory. 

Files in a USB memory device connected to the machine are printed from the operation panel of the 
machine without using the printer driver. For instructions, see the following page from the user 
manual. 
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