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1. From the Library PC select a document or page to print

2. The default is black and white, double-sided and 1 page printed per side of a sheet. You can

change these by altering the settings on the printer driver, usually by selecting Properties
or Preferences (see overleaf for details).
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Please note that if colour is selected ALL pages sent will be printed in colour and charged
accordingly. Only send pages you want printed in colour.

3. Select OK. After a few moments the validation prompt will appear;

Print job billing

Printer: PCASPRINTER

Document: I Microsoft Word - Document1

User name: I testd

Password;: I okkkadok

| Print I | Cancel I

4. Insert your PCAS username and password and click Print. A confirmation
prompt will appear showing your current balance;

Print job billing

*testd
Current Balance 0,50
‘ ‘fou will nok be charged until prints are collected,
'Please note: changes made to the print setkings {i.e. colourfsingle
sided) do not clear after each print job*

Cancel

5. Select Print

6. You can collect your job from any printer/copier in the Bodleian Libraries.

For more information visit http://www.bodleian.ox.ac.uk/services/copy
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1. From the Library PC after you have selected print and the print driver pops up, click on

Properties or Preferences (depending on which of these options is displayed in the print driver)

‘Main’ Tab ?’

Select for

1-Sided Printing

Select if you
wish to have
more than 1
page printed per
side of a sheet

Man | Pager | Advared | Somssl Modes | St Hareling | Wtsmats | Cotes |
User Stinga [ Li-ewimdd - Save. || Detmbs |
Copees: Frotea
1 E Eirdng Edge:
e Left =]
(Dagurmernt Side
7 15ided H zl
™ 2SaedBsk] r
1 2Ectedl sbler]
1™ Pamghiet Stjle. ™ Mo Difeet
[T - Muegn Shit
_',IJ"J_JJ Hore 'i
Wi Py :
14ip - —I
r ;
- I Drieristn
= Potst
= — | =
I~ Puotsta
F Black ard Prink
[T ] cews | M |

Uncheck ‘Black
and White Print’
box for Colour
printing

2. Onthe Properties/Preferences screen, select the ‘Main’ tab if not already showing.

3. To alter the settings to single-sided, change the ‘Document Style’ setting.

To have more than 1 page printed per side of the sheet use the drop down list under ‘N-Up

Printing’

To select Colour printing, uncheck the ‘Black and White Print’ box

4, Click on OK.

For more information visit http://www.bodleian.ox.ac.uk/services/copy




