About Library Printers

There are six public printers in the library.

Printer Name Location Attributes
\\pcounter2\Circ-Desk-6500 Circulation Desk Black & White
\\pcounter2\Lib-Circ-Color Circulation Desk Color
\\pcounter2\Lib-North-Wall-6500 North Wall Black & White
\\pcounter2\Lib-North-Wall-Color North Wall Color
\\pcounter2\Library 2nd Floor Okidata 1145 | 2" Floor glgcécfroYVhite
\\pcounter2\LIB 210 025 LIB 210 (2" Floor) Black & White

A default printer is set for each computer based on its physical location in the library. For
example, the computers located on the North wall have the North wall printer set as their
default, meaning you do not need to choose a printer. However, documents can be sent to any
of the above printers from any computer in the library. See the “Choosing a printer” section to
read the process for selecting a printer.

Print Quota

Each registered student is allocated 400 prints at the start of each term (fall, spring, and
summer). If you use your allotment before the end of the semester, you can purchase additional
pages at 10¢ a page ($1.00 minimum) from the library reference desk.

Print quotas are refreshed at the beginning of each term (fall, spring, and summer) with 400
pages. The quota will be loaded the first day of each term period and removed at the end of the
last day prior to the start of the next term period. Term periods end on the December graduation
day, the May graduation day and August 15th.

Checking Your Print Balance

Double-click the Whbalance icon ($) in the system tray on the far bottom right of the computer
task bar. A window will appear showing your current balance.

Buying Additional Prints

You can purchase additional pages at 10¢ a page ($1.00 minimum) from the library reference
desk.
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Starting the Printing Dialogue

Keyboard Shortcut
Strike the “P” key while holding the CTRL key to open the print dialogue. Most programs will
respond to this command.

Printing from Windows

When printing in most Windows
based programs, you can enter the  Edg’ . . . T
print dialogue by choosing PRINT Cardinal Stritch Unive Isity
under the FILE menu, as shown at
right.

Edit  ‘iew  History  Boo

Mlew Window Ckrl-4HM

Mew Tab Chrl+T
Open Location. .. Chrl+L
iopen File. .. Ckrl4 0
Close iy B =

Save Page As... CErl4+3
Send Link. ..

Page Setup...

Prinkt Preview
Prink. .. Zkr|+P

Imnport. ..

Wark QFfline
Exit
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Microsoft Office 2007

The print command has moved in the Microsoft Office 2007 suite. The print dialogue is now
located under the icon (highlighted above) on the top left side of the screen. Click the icon to
open the menu.

From this menu you can

preview and print your
Preview and print the document document.

Print
Select a printer, number of copies, and
other printing options before printing.

Quick Print

Send the document directly to the default
printer without making changes.

Print Preview
Preview and make changes to pages before
printing,
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PDF Documents

Always use the printer icon to print
PDF documents. Other methods
of printing produce unpredictable
results.
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Choosing a Printer

e Click the NAME menu to view
the printer choices.

¢ Choose the printer you wish
and click OK

Prinker

(ﬂame: | Wpeounter SLIB180-02B-HP4300

W |)[ Properties. . ]

Status: Ready
Type: HF Laserlet 4300 PCL &

“Where:  Library Main Floor near Reference desk

Comment: PCOUNTER [ Print ta file
Frint range Copies
=) 4l Mumber of copies: |1 v

() Pages [ru:um:|1 | _l'31|'I |

Frint Frame:s

CRICEIE

0k, i [ Cancel

Printer

M arne: \ywpoounter] SLIBT120-02B-HP4300

i “wpoounter] ALIE 180-028-HP4300
statuss | s CrintserverLIE 01 80-004-HP 26000
Tupe: hwprintzeryerLIB 0T 86-003-HPT 200k
| [MprintzerversLIBOT38-005-HP21 00t
where: | 4 dobe PDF

w Properties...

Corrnenf | Microzoft Office Document Image Writer Frirt ta Fil
L Microsoft $PS Document WWriter ) L1 Print to fle
Frint range Lopies
@ Murnber of copies: 1 3
() Pages fn:lm:|'| | Lu:|'| |
CRIGEICE
Print Frames

(1] 4 ] [ Cancel
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Color Printing

Choose one of these printers
\\pcounter2\Lib-Circ-Color

\\pcounter2\Lib-North-Wall-Color

Note that five (5) pages
are deducted from the P-
Counter for each page
printed on the color
printer.

Type page numbers andfor page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsl, pls2, pls3—p8s3

= | Zoom

v | Pages per sheet:

Print what: | Document
Print: | Al pages in range
Cptions...

Prinker

Status: e Find Printer...
Type: HP Calor Laserlet 3600

Where:  Library Reference Desk. [ Frint to file
Comment:  This printer is physically located at the reference desk. There are plans to ... [] Marual duplese
Page range Copies

[OF:] Murnber of copies:

() Current page

Collate

¥ (7

| 1 page

Scale to paper sige: |No Scaling
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Excel Spreadsheet

Selections Printer
« Highlight the cells on the N < (pcounter LLIE180.028 HP4300 ]
spreadsheet that you wish to Status:  Idie
print. Type:  HP LaserJst 4300 PCL 6 Find Printer...
Where: Library Main Floor near Reference desk,
e Click the printer icon or CTRL + | <omment: PCOUNTER [T Print to Fle
P. =
Prinkt range Copies
e Choose SELECTION under the LOF:1] Mumber of copies: | 1 -
Prink whak Ijil ﬂ@ Calate
(%) Selection ) Entire warkbook,
() Active sheet(s)
[ oF ] [ Close

Preview
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PowerPoint Handouts

In PowerPoint you can choose to
print handouts of your presentation
slides.

e Choose HANDOUTS from the
PRINT WHAT dropdown.

e Choose the number of slides
you wish to appear on each
page from the SLIDES PER
PAGE dropdown.

Choose whether you want the
slides to be printed in color or black
and white.

There are two settings for printing
in color. Only pcounterl-LIB 180-4
is capable of printing in color.

1. Choose the color printer -
pcounterl-LIB 180-4

2. Choose COLOR from the
COLOR/GRAYSCALE

Prinker
Mamne: | W\ pounter 14LI6150-026-HP4300 |
Status: ol Find Prinker. ..
Twpe: HP LaserJet 4300 PCL &
Where: Library Main Floor near Reference desk
Comment: PCOUMTER [ ]Print Ea file
Print range Copies
= all ) Current slide Number of copies:
) slides: | | !1 !!
Enter slide numbers andfor slide ranges, For example,
1,3,5-12
Collate
Print what: Handouts
||'|‘E"-":I':""t5 = | Slides per page:
Colorfgrayscale: Order: (%) Horizontal () Werkical =
| Color W
[ ]5cale ko fit paper
Frame slides
o] (o
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Printing Problems

You are responsible for your print jobs. If you send a print job more than once, or print a very
long document without realizing it, you are still responsible for the printing charges.

You can request that prints be added back to your Pcounter account for a limited set of print
related problems. Forms will be available in most public print locations.

Physical evidence of the problem is required to receive this benefit. Acceptable print problems
are smudged, faded, streaked, spotty, bent, or jammed printouts. Complete a problem report
form and deliver it to designated staff in the library, main computer lab, student development
desk, or PC support areas. Not all issues can be resolved on the spot, so make sure contact
information is provided. Other printing errors such as typos, editing or formatting issues,
intended or un-intended extra copies, or blank sheets/nearly blank sheets that are part of a print
job, do not qualify.
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