WEB PRINT

Student Printing: How to print to an Albion printer from a laptop.

What type of files can | print?

Application / File Type File Extension(s)

Microsoft Office Excel xlam, xls, xIsb, xlsm, xisx, xitm, xitx

Microsoft Office PowerPoint pot, potm, potx, ppam, pps, ppsm, ppsx, ppt, pptm, pptx
Microsoft Office Word doc, docm, docx, dot, dotm, dotx

Microsoft XPS Xxps

PDF pdf

Google Docs must be converted to either word or pdf format.

Here's the standard method to convert from Docs to Word:

1. Open the file in Docs that you want to convert to Microsoft Word. ...

2. Click File>Download As.

3. Select Microsoft Word/.docx.

4. The exported file will download to your computer.

5. Ifit doesn't open automatically, open in your downloads folder to find it.
Limitations

You will not be able to choose a specific page range when using the web print option. If your document is 8 pages, you
will have to print all 8 pages instead of pages 3 and 4. If you would like to print specific pages, you will need to save them
as a separate document.

How do | access web print?

Log in to www.albion.edu/webprint with your Albion network username and password. This is the same password you
use to log-in to course webs or an Albion computer lab machine.

PaperCut’

Pie3se login using your Aldion College Network
Usemame and Password

vsemame [
vasswors [

Language | Engish -

_Login |

Select the “Web Print” option available from the list on the left-hand side.

Transaction History

Recent Print Jobs
Jobs Pending Release
Web Print

Log Out

Once you have selected Web Print, select the “Submit a Job” button on the right-hand side of the screen. Next, you will
see the list of printers available for web print. Select the printer you would like to print to or search for the printer in the
Quick Find box (type in “Stockwell” or “Mudd” to find printers in the library building you are in). If the printer you would like

Updated 09/07/2018 — JIMM
G:\LIBR\INSTRUCTIONS\Reference Desk\Reference Desk Blue Binder\WEB PRINT.docx


http://www.albion.edu/webprint

to print to is not listed, web print is currently not available for that printer. Please email helpdesk@albion.edu with the
name of that printer so it can be considered for Web Print in the future.

Select a printer:

Quick Find:  |stockwell

Printer Name 4 I Stockwell_Floor2_Library?2 is the most

) ps0ge0Stockwel Floor2 Library2 I commonly used printer
') psD8e02\Stockwell_Floor2_Library3_Color

'~ ps08ed2\Stockwell_Kyocera_MFP (virtual)

Next, you will select the number of copies and to which account you would like to print. The default is to print one (1) copy
of the document, but you can change that by altering the number in the "Copies" box.

It will default to your personal account, but if you are a member of a student organization, you can select “Charge to
shared account,” and select that organization in the drop-down menu. We do not use PIN/code at Albion so that feature

can be ignored. When you are finished modifying the number of copies and account information, you can select “Upload
Document.”

1. Printer ﬂﬂ 3. Upload

Options
Copies: [1

Account to Charge

@ Charge to my personal account
' Charge to shared account

Account [Accounting Society |
€ Charge to shared account using PIN / Code
PIN/ Code |

« 1, Printer Selection 3 Document »

Lastly, you will select “Browse” to locate the document you would like to print. Once you have selected the document,
click the “Upload & Complete” button to finish printing.

Web Print
1. Printer | 2. Options

Select a document to upoad and print
[HiComparison xsx Browsa.
The following file formats are aliowed

Application / File Type  Flle Extension(s)
Microsoft Ofice Excel wlam, xis, xisb, xism, xlsx, xitm, xitx

Micrasoh Ofice PowsrPoint pot, potm, potx, ppam. pps. PPSm, PPsx. Pt. PR, ptx

Microsoft Ofice Word doc, docm, docx, dot, dotm, dotx
Microsoft XPS xps
POF pof

=2 Print Optons l Bd & C >

The screen above will appear once your job has been queued for printing. To continue printing, select the “Submit a
Job” button.

Submit a Job »
SubmitTime  Printer Nocument  pages Cost Status
Aug 30, 2012 . Password Finished: Queuad
7.58.48 AM PINBE02FeR_G28_LaD o0 docx 1 8005 ¢ printing
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