Getting Started with Print Credits

The MyPrint Initiative allows students to print on the Southwest Tennessee Community
College’s fleet of network printers located in the Academic Libraries, Academic Support
Centers, and Computer labs. Through the MyPrint Initiative, students will not only be able to
print from college resources, but will also have the ability to print from a personal laptop at
designated MyPrint Print Stations located on each campus. Students will have the ability to log

into the MyPrint Student Portal to view their print balance and a history of documents printed.

Each student will start the semester with $35.00 worth of print credits. This is equivalent to 700

pages in black and white each semester.

**Please note that only students who have registered and paid their TAF (Technology Access
Fees) for the current semester will receive print credits. At this time, students who have not
paid their Technology Access Fees and guests will not receive printing credits. Previous students
with an active Southwest username and password can purchase print credits at any MyPrint

Pay station.

Print Rates

The following rates apply for students:

Paper Size Grayscale Cost Color Cost

Letter (8.5" x 11”) $0.05/page $0.10/page
Letter (8.5” x 11”) Double Sided $0.05/per side $0.10/per side

“Going Green is not as hard as it seems”! Save paper by printing double-sided!

Help

Looking for additional information? Visit our Frequently Asked Questions or contact the ITS
Help Desk at 901-333-4357.
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What’s new on your computer?

Starting August 6, 2013, when a student logs onto a computer in any academic area, they will

see a few new things.

1. MyPrint Balance Pop-up - The MyPrint Balance Pop-up will display on each computer in all
Academic areas, including the Libraries, Academic Support Center, and all Computer Labs.
e The pop-up will provide you a real time display of your print credit balance
e The balance pop-up window also provides two quick access links
e Click the MyPrint Info Website link to view MyPrint Information Page
e Click the Details link to view the MyPrint Student Portal

E Balance forjl. — ©

MyPrint Info Website ©3

$35.00

Details ...

2. Print Confirmation —When a user prints, the computer will display a popup with print job
information including number of pages, color/grayscale information, the job's cost and its
document name. Users verify the print job and can choose to print or cancel it. This process
reduces waste by reducing the number of incorrect/accidental print jobs.

3 Print Job Notification L =)

=)
1. % Print Job Motification

- Confirm the print

Print job detals

Diocument name  Mirosoft Word - Document: 1dood
Printer server\HP Color LaserJet 9500 PS5

Pages 1 Cost $0. 10

Apply to al doouments in gueue [Jobs: 1) Pnnt ] Cancel
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3. Printer Notifications — The user may occasionally see notifications while printing. The

notifications included:

e Printing Denied — Notifies users when their printing is denied and explains why

© Message
PRINTING DEMIED

Mot enocugh credit - You have tried to print 5 pages,
costing 30.25. There is 30,00 in the account. Please visit a

MyPrint Paystation to purchse more printing credits for
your account, Visit http://southwest.tn.edu/myprint for
rmore deta

e Low Balance — Notifies users when their balance is low

i/ Message
LOW BALANCE

Your balance has dropped to §0.20.
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Adding Print Credits to your account

Students will need to have sufficient print credit to print or copy. When your print credit
balance falls below $5, you will receive a notification on the computer you are logged into. To
add print credits to your account, visit any of the MyPrint Pay stations located in the libraries of
each campus.

MyPrint pay stations locations:

Campus Location Room
Macon Campus Bert Bornblum Library Copier Room
Union Campus Parrish Library Copier Room
Maxine Smith Center Maxine Smith Center Library 102

Gill Center Gill Center Library 112
Whitehaven Center Whitehaven Center Library 122
Millington Center Computer Lab 112
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How to use the MyPrint Pay Station

1. Logonto the MyPrint Pay Station with your Southwest Username and Password

Southwest MyPrint Pay Station

To begin, enter your Username and Password... Username [JelidicEy

Password Rl

2. View your print balance at the top of the page

Southwest MyPrint Pay Station

Insert coins or bills at any time

User: pcut.user. Your balance: $3.50 + $0.00 = %3.50
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3. Insert coins or bills in the amount of $.05, $.10, $.25, or $1.00 in the coin box. The coin box
does not provide change.

Southwest MYPrint P

Insert coins or bills at any time

User: pcut.user. Your balance: $0.00 + $%$0.55

4. Click the Apply button to finalize the payment.

r =

Message
@ What would you like to do with the remaining $0.557

Add it to my personal accoun Return it ‘

5. Verify your printing credits were applied by visiting the MyPrint Portal to check your

balance at http://myprint.tn.edu/user

SOUTHWEST

TENNESSEE COMMUNITY COLLEGE

Print Accounting

Summary Summary

m pcut.user (pcut user)
:
:

Transaction History

Recent Print Jobs
Jobs Pending Release

Web Print

Log Out

i
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http://myprint.tn.edu/user

Login into the MyPrint Student Portal

The MyPrint Portal user web interface provides a range of functionality that empowers students to
make the most of their MyPrint Credits. From the MyPrint Portal, students will be able to:

e View a summary of their print balance
e Print from their personal laptop

e Review your recent print history

e See a list of all MyPrint transactions

Steps to login into the MyPrint Web Portal

1. Type http://myprint.tn.edu/user in your web browser

@ Lagin - Windows Internet Explorer v_v

w - |£, http://myprint.tn.edu/user

2. Login using your Southwest username and password

SOUTHWEST

TENNESSEE COMMUNITY COLLEGE

Username pcut.user

Password seesss

Language | English |E|
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3. View the MyPrint Portal Summary Page

SOUTHWEST

TENNESSEE COMMUNITY COLLEGE

Print Accounting

Summary

Transaction History

Recent Print Jobs
bs Pending Release
g P Total print jobs 0
Web Print Total pages 0
Log Cut
Activity
Balance history for pcut.user
3505
3.00%
2805
a
2 2008
1]
W asene
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Web Printing — Wirelessly print from your personal laptop

The Web Print feature allows students to print from their personal laptop to designated
printing areas, without the need to download software onto your laptop. Southwest Tennessee
Community College recognizes the need to facilitate student printing from mobile devices.
MyPrint Laptop Printing Stations have been setup on each campus for the purpose of providing
quick access to printing.

At each MyPrint Printing Stations, students will be able to:

e Web Print from the MyPrint Student Portal on your personal laptop
e Select any MyPrint Station printer

e Upload your document to the MyPrint Student Portal

e Retrieve your print job from the MyPrint Station printer

MyPrint Station Locations

Campus Location Room Printer
Macon Campus Bert Bornblum Library 1% floor MALB0119P01
Farris Building 1101 MAFA1101P01
Union Campus Parrish Library 1% floor UNUL0114P01
F Building — ASC 313 UNFB0313P01
Maxine Smith Center Maxine Smith Center Library 102 MCMC0102P01
Gill Center Gill Center Library 112 GCGC0112P01
Whitehaven Center Whitehaven Center Library 134 WHWHO0134P01
Millington Center Computer Lab 112 MCMC0112P01

Web Print currently supports the following documents:

The following file formats are allowed:

Application / File Type File Extension{s)

Micrasoft Office Excel xlam, xls, xlsb, xlsm, xlsx, xltm, xltx

Microsoft Office PowerPoint  pot, potm, potx, ppam, pps, ppsm, ppsx, ppt. ppim, pptx

Micrasoft Office Ward doc, doem, docx, dot, dotm, dotx
Microsoft XPS xps
POF pdf
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Web Print - How to Print Wireless from your Personal Laptop

1. Find a MyPrint Station. Look for a printer with the MyPrint logo
A
L%“ﬁlnL

2. Onyour personal laptop, log into the MyPrint Student Portal by typing
http://myprint.tn.edu/user into your browser

€ Login - Windows Internet Explorer L - “

@ - |£ http://myprint.tn.edu/user

3. Enter your Southwest username and password to log in

SOUTHWEST

TENNESSEE COMMUNITY COLLEGE

Username pcut.user

Password seesss

Language | English |E|
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4. Select the Web Print menu button on the left navigation bar

SOUTHWEST

TENNESSEE COMMUNITY COLLEGE

Print Accounting

Summary Summary

Transaction History
pcut.user (pcut uset
Recent Print Jobs
Balance $3.50

obs Pending Release r
Job 'aing Total print jobs 0

Web Print Total pages 0

Log Out

Activity

5. Select a printer and click on 2. Print Options and Account Selection button

Select a printer:

Quick Find:
© pcutliascl Macon Campus - ASC lab 108
] pcut1NGCCRO101p01 Gill Campus - GCGBO101PO1
€T pcutl\MAFAT101PO1 Macon Campus - Came Room Printer MAFAT101
©) poutT\MALEOT10PQ (virtual Macon Campus Library - MALEO119
) pcut1\MSMS0102P01 Maxine Smith Campus - Library Printer - MSMS0102
) peut1\UNULO114P01 Union Campus - Parrish Library - Printer 1 - UNULD114P01
) peut] \WHWHO134P01 Whitehaven Campus - Libray - WHWH0134

« Back to Active Jobs '| 2. Print Options and Account Selection »
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6. Enter the number of copies you want to print and click on 3. Upload Document button

Options

‘Copies: 1

« 1. Printer Selection

[ 3. Upload Document »

7. Click browse to find your file on your laptop, and then select open.
**Please note that all file types are not supported

ease

| Selecla

Choose File | Mo file chosen

Application ! File Type

and print

allowed:

File Extension{s)

Microd & Open

- -

Microd ——

Lt i) [ L v Documents » w [ #¢ || Seanch Documents ol
Pl Organize * Hew folder =~ O @
Micro Mame Date madified Type Saze
POF L Important Docs 16,/00/2002 11405 .. File folder
L Science 160072012 11405 . File folder
[e2. 8 ] assignment-science.dacs 16/DL/2002 1153 .. Micrasoft Word D.. 13 K8
T ] Biology Homewark.doex 16002012 1102 ...  Microzoft Word D.. 0 KB
(] Faculty Spending.s 160,002 11:03 Microsoft Excel W % KB
P ﬁ. Final Poster.pdf 160072002 4:14 PM  Adobe Acrcbat D... 1,683 KB
@_l Hiztery Assignment.docx 16,/00/2002 11403 .. Microzoft Word D... 0 KB
(B] Menthly Budget.pub 16002002 11:02 Micrasoft Publish 58 KB
L_| notes.bdt D60 2002 11405 .. Text Document oD KB
| ﬁ. Poster.pdf 16,/00/2002 1104 .. Adobe Acrobat D... 4 KB
File marme |




8. Click the Upload and Complete button to finish

Select a document to upload and print

C\Users'test\Desktop\Do

The following file formats are allowed:

Application / File Type File Extension(s)

Microsoft Office Excel xlam, xls, xIsb, xlsm. xlsx, xltm, xltx

Microsoft Office PowerPoint pot, potm, potx, ppam, pps, ppsm, ppsx, ppt, pptm, pptx

Microsoft Office Word doc, docm, docx, dot, dotm. dotx
Microsoft XPS xps
PDF pdf

« 2. Print Options ( [ Upload & Complete »

9. Track the status of your print job. Once complete, pick up your document at the selected
printer.

@ Your document was successfully submitted. See the table below to track its status.

Web Print

Web Print is a service to enable printing for laptop, wireless and unauthenticated users without the need to
install print drivers. To upload a document for printing, click Submit a Job below.

Submit a Job »

[ [swmrime —JrimerJoocmentname —rages Jcon [stas |

: Jul 27, 2013 8:30:11 AM peutihascl Bookl xlsx Submitting

For additional information please contact Information Technology Services at 901.333.4820.
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