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1. Loginto your PaperCut account by visiting https://papercut.mtmary.edu:9192 in a web browser. NOTE: You must
be connected to the MMU-COMMUNITY wireless network.
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2. Click on the Web Print link on the left Mount Mary i
navigation bar (highlighted in red). To .
g o ( g & i ) Web Print
start a print job, click the Submit a Job .
ummary
link (h|gh||ghted in b|ue). Web Print is a service to enable printing for laptop, wireless and unauthenticated
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users without the need to install print drivers. To upload a document for printing,
Transaction History click Submit a Job below.
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3. At the Printer screen, select the Secure St Bt
Print queue you wish to print to (e.g. the g vt
StudentBlackWhite or StudentColor
depending on if you want to print in black
and white or color). Then press the Print Options and Account Selection button (highlighted in blue).
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4. At the Options screen, enter the number of copies you wish to print in the Copies box (highlighted in red). Then
click the Upload documents button.
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5. At the Upload screen, you will select the Mount Mary

documents that you wish to upload and print. Web Print
A list of the supported document types (PDF, | summay

Office, etc.) that can be uploaded and printed | ™ g‘ SRR oo

Transaction History

is shown at the bottom of the screen. To Racont print Joos. Salect documens to upload and pr
. Jobs Pending Release

select documents, click the Upload from .

Computer button (highlighted in red). Log Out

Drag files here

Upload from computer
The follewing file types are allowed:
Application / File Type File Extension(s)
Microsoft Excel xlam, xls, xIsb, xlsm, xlsx. xftm, xitx

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

Microsoft Word doc, docm, docx, dot, dotm, dotx, rtf
PDF pdf
XPS Xps
L
6. A standard file selection box will appear,
. 5|
allowing you to select one or more Mount Mary {5
documents on your device to upload. Browse Web Print
and select your files. Summary
Rates | 1. Printer 2. Options EEMILLET]
NOTE: The maximum file size that can be T B ey
. . . Recent Print Jobs Select documents to upload and print
uploaded for printing is 25 MB. I
. . . ¥Wah Print Web Print S._.
7. Selected files will appear in the box above the = ,ou .

P

Upload from Computer button. When you
have selected all the files you wish to print, F

click the Upload & Complete button =
(highlighted in red).
8. Once you have clicked the Upload & Th T i e s
Complete button, you will see a notification Application { File Type_File Extension(s)
that your document(s) have been successfully BLE i
submitted. A progress indicator will show the

status of your upload.

0 Your d was fully 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 »

Submit Time Printer Document Name Pages Cost  Status
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Your print job(s) can now be released from any release station using the posted instructions.

If you have any questions or experience any issues, please contact the IT Help Desk at 414-930-3048 (x3048
on campus) or mmu-helpdesk@mtmary.edu.



