
How to view your printing account details.

Click on the Show Hidden Icons button          on the right hand on the taskbar.

Right click on the Green Papercut Icon. Then Click on Details.

A web page should open. Insert your username and password and click on Log in



Once you’ve logged in you will be taken to the Summary page, which contains your account balance. 

Click on the Rates Tab. You will see a list of printers on campus.

Hover your mouse pointer abover the details button to the right of any of the printers. A caption will 
appear which will provide details related to the cost of printing to that printer.



Click on the Transfer Tab. This feature allows you to transfer credits to other users

Click on the Transaction History Tab to view your transactions.

The Recent Print Jobs Tab. Will provide you with a list of your recent print jobs. 




