¢ PaperCut Print Guide '/

Sign In Using Your Student Account

e Sign in to the lab computer using your student

Other user

username and password.

e PaperCut will automatically recognize your account. y ismith0506]

e Print charges will be applied to your available

printing balance.

Using a Guest Lab Account?

If you are using a guest or shared lab account: P Logi X
1. When the PaperCut login window appears, enter A —
your student username and password.
2. Select how long you would like to remain signed in. R = 5= 2
3. Continue using the computer and print as needed. o

Important: Sign in with your username only, not your full email address.

Tip: Logging into Windows with your own student account eliminates this extra step.

Check Your Printing Balance

You can check your current printing balance: P Balance.. — W
¢ In the PaperCut Client pop-up window on a
campus computer $5 . DD
¢ On the PaperCut website s

Tip: Check your balance before printing large documents to ensure you have sufficient

funds in your account.



Access the PaperCut Website

Access the website using one of these methods:

e C(licking Details in your PaperCut balance pop-up

window.
=]

* Selecting the PaperCut shortcut in MyApps. |
e Visiting https://PaperCut.ad.edgecombe.edu:9192

from a campus computer.
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Login

Login

Important: Sign in with your student username and password, not your full email address.

Manage Your PaperCut Account

The PaperCut website allows you to:

e Check your printing balance
e View print history
e Review account transaction history

e Add credit to your printing account

Add Credit to Your Account

Select Add Credit (PayPal).

Choose an amount: $2, $5, $10, or $20.
Complete the payment process.

Click the button to return to PaperCut.

ARl A

Refresh the browser window for your balance to
update.

Tip: Added funds are available immediately after your
payment is completed.

Need Help?

Submit a Tech Support Request
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Add credit using PayPal

Username
jsmith0508

Current balance
$5.00

Amount to add

- Select the amount -

- Select the amount -

$2.00
5§5.00
$10.00
$20.00



https://papercut.ad.edgecombe.edu:9192/
http://edgecombe.edu/student-portal/technical-support/technical-support-request/

