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Inspiring thought. Shaping talent.

Student Self-Service — HOW TO PRINT

Please ensure that you have credit on your student card before printing.

1. Swipe you card/Enter student number then #
2. Follow instructions on display and Insert cash

3. Login to PC — Username - Student Number and Password — AD/email Password



How to Login to your Account

4. Balance will be displayed on top right - Click details

¥ Balance... — =

5. Login — Username - Student Number and Password — AD/email Password
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6. Summary of balance and printing jobs will display
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How to Print

7. Open document to print — Click file print

Docl [Read-Only] - Word

Print

1

Copies: 1
o
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Print

Printer

HP Officelet Pro B020 series...
::% Offline: 1 document waiting

Printer Properties

Settings
||$D Print All Pages -
The whole thing
Pages: i

Print One Sided
Only print on one side of th...
Collated

BB 125 125 123 M

Account

= Portrait Orientation -
Options
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- Lett:
45 Zip and O L. -
Share 8.5 x 11
WinZip E Mormal Margins
Left: 1" Right 1"

Express)

1 Page Per Sheet -




8. Pop-up message the documents are waiting on queue
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How to release documents from Printer

9. Go to the printer and Tap student card on reader/type student number then click okay
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11. Click yes on message



12. Click Print release

13. Select document to print
14. Click print for the documents to print



15. Collect your printed documents.
16. If you having issues printing contact Laboratory Technician.



