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Printing and Photocopying in S0.38
COST

Printing is charged from your Pharos account. Add money to your Pharos
account via one of the Pay Stations situated in each of the libraries.

A4 black and white | single sided | 5p double sided | 4p

A4 colour single sided | 10p double sided | 8p

SENDING A DOCUMENT TO PRINT

The printer copier in S0.38 is an A4 colour printer and photocopier, if you require
A3 copies send your document to the Library Printer Copier on level O of the JB
Priestley Library.

Note: After 24 hours, any document sent to print, but not released will be
automatically deleted.

Ensure you have your Student/Staff card number to hand, and sufficient money in
your Pharos account. (To check your balance click the Start button, and select
Check Printing Credits.)
C
1. In Microsoft® Office 2007 applications, click on the Office button -2 and
choose Print. (In most other applications, choose File, then Print.)

2. Select Self-Service S0-38 and, if required, the number of copies you want
and a specific page or page range if printing from a multipage document.
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Note: Printing is set to default to black and
white. (If colour is required, in the Print
dialog box, select Self-Service S0-38
Properties, the Color tab and select
Automatic and uncheck the Printto ...
Greyscale box, the image on the right
should now appear in colour.)
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See also sections below for: Single Sided = =
Printing, Printing Multiple Pages Per

Sheet from Microsoft® Word and Printing Multiple Pages Per Sheet from
PDF Files.

If you need to view this document in an alternative format, please see: http://www.brad.ac.uk/Iss/helpsheets/.

Microsoft Windows XP screen shots(s) reprinted by permission from Microsoft Corporation.
Microsoft is a registered trade mark and Windows is a trade mark of Microsoft Corporation.
Additions screen shots reprinted by permission of Pharos Systems November 2010



After clicking on OK in the Print dialog box,
the Print Job Details window will appear.

Enter your 8 digit UoB card number.
Click Print.

Single Sided Printing

1.

1.

In the Print dialog box, click on the Properties
button.

Select the Printing Shortcuts tab.

Select General Everyday Printing. Notice
that None now appears in the Print on both
sides box.

Note: these settings remain in force for
subsequent jobs until you manually change

them again.
Click OK.

Print Job Details

8 digit UOB Card number

Please enler your & digit DB card number

1

Pharos Systems

Self-Service Libeary JBP Document Properties

Advanced Pining Shatass | Paper/uahy | Frihing | Job Sceage| Servies |

vith a singl chekc

Piring shatcus:
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Return to Step 4 of the section on: Sending a document to Print.

Printing Multiple Pages Per Sheet from Microsoft® Word

In the Zoom section of the Print dialog box,
click the arrow next to the Pages per sheet:
box.

Select the number of pages you want to print
on each sheet.

Click OK.

Return to Step 4 of the section on: Sending a
document to Print.
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tamei | F Library Printer
Stotus:  Tde

Type:  JBP Laserlet S000PCLE
here:  PharosPopupPort

Comment; T6P Lirary sef servics pint &

= Properties
Findprinter .

I Print ta file

€ Curentpage ¥ Selection

ge rang pi
(] Kumber of copies: [t =

Print: Al pages in range -

Pages per sheet:

Seale to paper size:

Options...

Printing Multiple Pages Per Sheet from PDF Files

1.

In the Page Handling section of the Print dialog
box, click on the Page Scaling: arrow and
select Multiple pages per sheet.

Now select the number of pages you want to
print on each sheet of paper from the Pages per
Sheet list.

Click on OK. Return to Step 4 of the section on:
Sending a document to Print.

Note: these settings remain in force for

PageScarg: [k e v et
Pagesper
sheet
Pagender: [rurcurt =l

I Prrtpageborder [ Auto-Rotate Pages

I print to fie

prrong s | [ advanced

— e

subsequent jobs until you manually change them again.




RELEASING A DOCUMENT FOR PRINTING IN S0.38

1. Select Print 7] vP Laser Jet 13035 MFP | Ready Black Copies: ED
' A
Release from the , . @
options on screen Pharos Cost Center Selection TR Pharos print release application I
2 i Ho'd your UoB @ Make copies from an original Send a document to one or mare S
docurnent fax nurnbers |g|

card against the

blaCk bOX on the Network Address I Sign Out ]

machine.
|[User'name §| | é
L N2 (s e Js Mo 7 ) J{s Koll-J{-K — )

3. Enter your PIN and Laflwile Ar e iy lofliflofie ir 1)1 «+

press OK. La fls Jla fie g fin fa ikl fs JL e J| Enter o)
=3 00oo0o0oooeen o000
L ae flell J_J || coe |

want to print from
the list available,

A Select e job vou o[ o I S ]
s

( !' Assigrnentirtt Date: OBM0M0 1433

by pressing on the i sm;
box nextto joband | = Protecte o
pressing Pl’int I_I Motes 10-10.txt - Notepad Balance: $1.00
Alternatively press

Print All to print | Ao LI

everything on the list.

5. Logout of the machine by pressing the Home (house) icon at the top left of
the screen, and then pressing Sign Out at the bottom of the screen.

MAKING A PHOTOCOPY

1. Select Co Py from %7} +P Laser Jet M3035 MFP | Ready Black Copies: EE
the options on / Mo N o
screen. Pharos Cost Center Selection % Pharos print release application i

2 ) HOld you Card @ Make copies from an original Send a document to one ar maore _
against the black document fax numbers ||

box on the
machine.

Network Address l Sign Out ]




. Enter your PIN and [Username B ()
press OK.

. Place loose sheet |~ H1llzllallallsliell7/isllofol -/ |
originals face up on ooooooooonoooewE
the document oocooooooeEE D
feeder. Alternatively | swre | [z lx /e lvib/inlm/i,|l./7] LI~ ]
place the originalon | at [l@/ . |\_Il | @woen»| cace |
the glass plateand J |
close the lid.

ifrequired, select Il R (O]
from the options on copies:[ ] |

screen to make
changes to the copy
produced e.g.

[Q Reduce/Enlarge

\HF 1ta Fsided Auta (100%)
. ! \ ] Callated More Auto (Letter) / |

CO|our’ dOUbIe Slded |'° Image Adjustment Opijns Content Orientation @'|

or alter the Slze. |.7 J Marmal || Partrait |

Note: photocopying defaults to black and white, if you require a colour copy,

select the Color/Black option on screen, then select the box next to Color
and press OK.

. Select the number of copies required using the numbered keypad.
Press the green start button to begin copying.

Logout of the machine by using the Home (house) icon at the top left of the
screen to return to the first screen and then pressing Sign Out at the bottom
of the screen.
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