(1)

Know your “copier
code” and PIN or
obtain one from

the print shop.

How to print from your computer

Ensure the “Papercut

MF” client is running

in your system tray.
Look for this icon:

P "éh
If it’s not already

running, start it from
the Start Menu.

Login to the Papercut > Print your document(s) g pick up your
MF client using your | directly to the printer document(s).
copier code and PIN. |
teeeOr
Print your document(s) to the Go to the printer you
: “global_print_release_bw” want to retrieve your W Y
H queue. document from. Press “Select Jobs
§_> (This allows you to pick up your ' Login to the printer Ly button on screen.

Go to the printer and

document from any Toshiba
printer and ensures no one else
can seeit.)

Press “Print” to

by Pressing the blue ]
print document(s)

“Menu” key

Logout by pressing
the yellow
Function/Clear
button until the
login screen is
displayed

How to print from your laptop or tablet computer on the wireless network (Web Print)

Login using vour Select the Click “Choose File”
g gy Click “Web Print” “global_print_release_bw” and browse to the
Open a browser and go to: copier code as the o . o .
http://hcc-print.blueridge.edu username and your »  from the menu. > printer. » file you want to print.
p: print. ge. . Click “Submit a job” Click the “Print Options and Click “Upload &
copier PIN as the C ”
Account Selection” button. Complete
password
$$ - Cost - $$

e 7 cents per page. 13 cents for duplex (i.e. printing on both sides)
e 45 cents per color page. 85 cents for duplex color pages
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How to make copies

(1)

Know your “copier code”
and PIN or obtain one
from the print shop.

your Papercut account

Login to the copier using

Press the “Copy”
button.

Insert document(s) to
scan into the sheet
feeder OR open cover —»
and place item on
glass

Press the green “Start”
button

Logout by pressing the
yellow “Function/Clear”

button until the login
screen is displayed

Login to the copier using

How to scan a document

Press the “Scan”

your Papercut account

button

Insert document(s) to
scan into the sheet
feeder OR open cover

and place item on
glass

.

Iu

Select “e-mai
then press the “input@”
button

on screen

Enter the e-mail address to
send the document to.
You can only send to

@blueridge.edu and
@webmail.blueridge.edu
addresses.

Press the green
“Start” button.

e 7 cents per page. 13 cents for duplex (i.e.

e Scanningis free

$S - Cost - $S

copy on both sides)
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