PAPERCUT - Web Printing Instruction

Note: Web printing is available to all students, staff and faculty. You must use one of the desktop computers

at the College. Web print does not work through the wifi.
1. Open a web browser (Chrome, Firefox, Edge) and type 172.16.10.60:9191 into the URL field.
2. If you do not have an account, please “Register as a New User.” You must use your student ID

number as your Username AND Identity Number.
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Register New User Account
(9 Register User

(/;) Login

Full Name:
Email Address:

Username: [student ID number]

some [studentID number]

3. Login to PaperCut typing your username and password; then click the Web Print link in the left
navigation menu.
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4. Click Submit a Job to start the Web Print wizard.

Web Print is a service to enable printing for laptop,
click Submit a Job below.

| Submit a Job = |

5. Select a printer.

e acb-papercut\SECURE_PRINT - Prints without stapling.

e acb-papercut\STAPLING - Staple print jobs on the stapling capable machines.

6. Putthe number of copies you want to make. Then Upload Documents from your computer.

Copies

Options
1

7. After you select a document then click Upload & Complete

8. Once the document upload is complete, go to one of the Xerox printers and login using your

PaperCut username and password. Do not select the printer from the computer.




9. Onceyou have logged in on the printer, select the job to release (print) your document. If you would

like to print in Black & White, select “Print as Grayscale” at the bottom to change the price.

Swipe your authentication card or press the

au ) ! vard / Alternate
Login' button te login and gqin access e device.

Access Device
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1 job, 1 page, $0,00
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PAPERCUT - Changing Password Instruction

1. Open aweb browser (Chrome, Firefox, Edge) and type 172.16.10.60:9191 into the URL field.

2. Loginto PaperCut typing your username and password; then click the Change Details in the left

navigation menu.

® Alexander College

Change Password : >

4. After clicking the button, it will show this message on the screen.

Your password has been successfully updated




PAPERCUT - Adding Payment Instruction

1. Open aweb browser (Chrome, Firefox, Edge) and type 172.16.10.60:9191 into the URL field.

2. Loginto PaperCut typing your username and password; then click the Add Credit link in the left

navigation menu.
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Il Summary
Rates
Transfers
Transaction History
f_A Recent Print Jobs
Jobs Pending
Change Details
EE":‘ Web Print

P Add Credit

3. Click the drop-down menu Select the Amount and add the value, then click Add Value

Username

Current balance
{53.45)

Amount to add

--- Select the amount — v |

I Add Value I




4. Itwill direct you to the PayPal webpage, please select “Pay with your Debit or Credit Card.”

' 7 $5.00 CAD

Pay with PayPal

Enter your email address to get started.

Email or mobile number

Forgot email?

or

< Pay with Debit or Credit Card > _

Cancel and return to Alexander College Corp.
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5. Fill out yourinformation and Click on Pay Now. Make sure the option to create your PayPal

Account is NOT selected. After that it will show your Payment Receipt.

P PoyPol $1.00

Pay with debit or credit card
We don't share your financial detais with the \

merchant \/

CountryRag PayPal is the safer, easier
United States way to pay

No matter whare you Shop, we Keap your

firancial information secure

e gunn@alexandercoliege c3

Mobile A IS

o — =B

Card number

cw -

Expiration date ‘

Billing address

Last name

First name ‘

Street address

Apt, ste., bidg. (optional

ZIP code

Shipping same as billing address
2ave Info & oreats your PayPal soocunt ( ) )

You'l retum to tha marchant 10 compiets your purchase

Pay now as guest

Have a PayPal accout? Log In
Cancel anc retumn % merohant

Frangalc Ecpaficl @X M




6. After you are done, it will show your Receipt Summary and then you must click Return to

Merchant, it will take you back to Papercut website.

P PayPal
You paid $1.00 CAD
to Alexander College Corp.
Details Vv
Paid with
RBC Visa Reward Plus- $1.00 cAD
Shipped to
Purchase details
Receipt number: . ._.. 7244V3
we'll send confirmation to: :@gmail.com
Merchant details

Alexander College Corp.

( A\
{ Return to Merchant )
N P4

7. The Amount that you added will show under the Current Balance.

®F _Alexander Coll lege

Add credit using PayPal
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Rates
Username

Transfers

Current balance
Transaction History (52.75) @

Amount to add

Li_:‘-'?- Recent Print Jobs

--- Select the amount ---

o Add Value
= Web Print

P Add Credit




