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1. Sending Print Job

Send Print job

from

PC 2 to PC15




Login to one of the PC

Example:-

If your Office
365email address is:
17mathew.john.tan
@acsians.acsi.edu.sg

Your username is Other user

17mathew.john.tan
et LN

._) |

Password is —_—
same password used to How do | sign in to another domain?
login to School WiFi




Open the document
Click on “file” = “Print”

Thiis is a test print.

Printer
fd-Monog on 1016432150 .

Ad-Coberg om 1016422750
Paused

Ad-Monesg on 10016432150
Paused

ror

Ready
Biather MEC-L2T15DW sedies
Readyr 15 documents waiting

t Print to PDF

Microscft XPS Document Witer

Send To Onebote 16

Select the preferred

Printer:-

* A4-Colorqg for
colour printing

* A4-Monoq for
Black/White
printing

Go to “3. Install Printer
Driver” if you cannot
see the Printers: A4-
Colorg and A4-Colorq




2. Release Print Job

Release Print job

at

Print Release Station




Login to Print Release Station

Example:-

If your Office
365email address is:
17mathew.john.tan
@acsians.acsi.edu.sg
Your User Name is
17mathew.john.tan

Payment via
 Smart Card
 Ezlink Card




Select the print job
Click ‘Print’

Click ‘OK’

Click Printer Icon to Choose Output Printer

BW-SHAW-LIB

Total Jobs: 1 Pages: 1 Cont: 0.06 Balance: 0.00

Printer (BW-SHAW-LIB) is selected.




Tap your card on the reader for payment
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Remove your card when you
hear a "beep"



Cards Used for Payment

Smart Card Ezlink Card

Charges
* A4-Colorq : $0.32 per side

* Ad4-Monogq : $0.064 per side



3. Install Printer Driver

Installing the

A4-Colorqg &

A4-Monoq Drivers




Right click on “Start” {\
Click ‘Run’

Key in \\10.164.32.150
Click “OK”

x

=7 Typethename of a program, folder, document, or Internet

forvoy
Open: | [1110.164.32.150 v




Double clicks on A4-Colorqg then A4-Monoq
to install both printer drivers

| + | 10.164.32.150

Home Share View

A 5 Net.. > 10.164..

(W] S Search 10.164.32.150

W
# Quick access § Heelerd § A4-Menog
B Desktop

; Downloads
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Documents -
[&| Pictures -
8] Onelrive
£ This PC

I:_’ Metwork

3 items



Thank you!

If you need clarification, please email the Librarian at

shawlibrary@acsindep.edu.sg






