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Hastings Hive Printing & Scanning Guide 
Overview 
Printing at HastingsHIVE is done by logging into a web page and uploading the documents you want 

to print. When you are ready to print you use your security fob to print out the documents at a 

convenient time. 

How to Print 
   
Navigate to https://monitor.hastingshive.co.nz/WebPrint from a web browser (accessible on the 
HastingsHIVE network or from an external location). 
  
At the login prompt enter your Fob ID. This is the number printed on your fob. This must be four 
characters in length so add zeros to the front of the number to make it four characters in length (e.g. 
if your fob ID is 1 then enter 0001). 

 
  

https://monitor.hastingshive.co.nz/WebPrint
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The first time you log into the web console or the printer you will be prompted to enter a pin. 
  

 
  
Once logged in you click the Select Files button and upload your print job (print job must be saved to 
your local computer first). Once uploaded you can see your print job in the Current Activity tab. 
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 Scan your Fob on the scanner at the printer, enter your pin to log in. 

 
  
You can also use your fob ID. 
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Press 'My Print Jobs'. 

 
  
You will see your documents in the queue. Press 'Print All' to print your documents. 

 
 
Don’t forget to log out! 
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How to Scan 
Scan your fob or enter your fob ID. Enter your PIN. 

 
 
Press 'Use Copier'. 
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Choose 'Scanner (Classic)' 

 
  
Press on your name to tell the scanner to use your email address 
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Press 'Start' to begin scan. If using feed tray all pages will scan. 
 
If using flatbed scanner keep pressing 'Start' for each page scanned and press # when finished. 
 
Your scanned document will be emailed to you. 

 
  
  
Don’t forget to log out! 
 


