
BODLEIAN LAW LIBRARY

PRINTING, PHOTOCOPYING & SCANNING INFORMATION

How does it work?
The Bodleian Libraries have self-service printer/copiers at which
readers can print, photocopy and scan (both black & white, & colour).
All machines allow double-sided (duplex) printing & photocopying,
and single-sided scanning to email. The machines are loaded with A4
and A3 paper. You can reduce or enlarge originals: help screens are
available to guide you through different actions. All printer/copiers
also have USB ports so you can scan to a USB memory stick/USB
key.
Payment for these services is via a PCAS account.

First, you must set up a PCAS account.
1. Go to https://bodleian.pcounterwebpay.com or click on the green

PCAS icon on any Library PC.
2. Select: I do not have an account yet, I would like to create one. Click
Next.
3. Enter a username, password, and email address in the appropriate
boxes. These are completely your free choice – but you must
remember them! They could be the same as one of your other OU
assigned usernames/passwords – the option is yours. Click Next.
4. Log out & close the window: you have now created an account.

Secondly, you must add credit to your PCAS account.
1. Go to https://bodleian.pcounterwebpay.com.
2. Login with your PCAS username and password.
3. Select: Deposit funds to my print/copy account.
Decide how much credit to add: this is by 50p increments up to a
maximum of £50. See table below for charges.
Note: refunds can not be given for unused credit.
4. Follow the instructions for paying: you can use either debit or credit
cards.
5. Log out & close the window: you have now added credit.

COPYING INFORMATION
for Library Card holders



How much does printing/scanning/copying cost?

Single-sided Double-sided/Duplex

b/w or colour scan 2p not available

b/w A4 copy or print 6p 9p

b/w A3 copy or print 10p 15p

Colour A4 copy or print 38p 57p

Colour A3 copy or print 76p £1.14

Thirdly, you should link your Library Card to your PCAS Account.
This is a simple three step procedure which you only need do once.
At any printer/copier in any of the Bodleian Libraries:
1. Swipe your Library Card in the card swipe on the machine.
2. Use the touch screen to type in your PCAS username & click OK.
3. Use the touch screen to type in your PCAS password & click OK.
Your Library Card is now linked to your PCAS account. In future, to activate
any Bodleian printer/copier, you need only swipe your Library Card.

You are now ready to collect print jobs or photocopy/scan in any of
the Bodleian Libraries!

PRINTING

Can I print from Law Library PCs?
Yes! Once you have a PCAS account, print jobs sent from a Bodleian Law
Library PC can be picked up at any Bodleian Library printer/copier.

How do I send work from a Law Library PC to a printer?
1. Click on the print icon or File – Print or ctrl+P (if in a Word document).
2. A print pop-up appears. The default is black & white and double-sided.
This is the cheapest option (9p). To change this use Properties. Be careful if
you opt for colour printing, it costs more! Click OK.
3. A validation popup will appear (called Print job billing).
4. Type in your PCAS username and password. Click Print.
5. A confirmation prompt will appear showing your current balance. Click
Print.
You can now collect your job from any printer/copier in a Bodleian Library.
NOTE If you are leaving a Law Library PC to go to a printer/copier, save
any work to a USB key or email it to yourself & then log off from the PC!

Can I print from my own laptop?
Yes! Once you have a PCAS account:
1. From your own laptop go to http://printeron.bodleian.ox.ac.uk.
2. Click on PRINT.
3. Enter your PCAS username and password. Click Next.



4. Select black & white or colour printing.
5. Click on Browse to print a document from your disk, or enter the URL of a
web page.
NOTE: URLs will not work directly from IP-authenticated resources
(OxLIP+, OU e-journals). To print these, first save them as a file on your
disk, then upload them using the Browse option.
The default for Copies is one copy, for Page range it is all pages. Change
these by typing into the boxes. Click Submit.
6. The Print Option screen appears. Use drop down menus to make changes
e.g. to double-sided printing to save paper & your money! Click Continue.
7. A final pop-up offers choice between Cancel or Submit job to Printer.
You will not be charged until you collect the job from a printer/copier.
You have a maximum of 72 hours in which to pick up the print job at any
Bodleian Library printer/copier. After this period the job is automatically
deleted.

Where can I pick up my print job in the Bodleian Law Library?
There are 4 printer/copiers in the Photocopying Room. This room is situated
on the Reading Room floor, in the passageway between the Reading Room
and the Wing Stack. Turn left as you come in at the Library entrance, and
follow the signs. There is also a printer/copier outside the Freshfields
Bruckhaus Deringer Computer Room on the Lower Floor.
With PCAS it is also possible to pick up a print job, sent from the Law
Library, at a printer/copier in any other Bodleian Library (e.g. the Social
Science Library) if this would be more convenient for you.

How do I make a printer/copier print?
Once you have set up a PCAS account & linked your Library Card:
1. Swipe your Library Card in the card swipe on a printer/copier.
2. Select Printing on the touch screen.
3. Highlight the job(s) you want to print.
4. Select Print.
5. Log off when you have finished printing, do not just walk away!

Must I print my job immediately after I send it?
No, you can delay printing until later in the day, but you should allow
sufficient time for printing before the Library closes. The printer/copiers in
the Law Library are switched off 20 minutes before the Library closes. Print
jobs will be held for 72 hours before being automatically deleted.

Can I print directly from a printer/copier?
Yes, by inserting your USB memory stick/key into the printer/copier’s USB
port (but only PDF, TIFF and JPEG files - other file formats need to be
printed from a computer). There are instructions beside the printer/copiers.



Are there any printing restrictions?
Yes! Observation of copyright law is your responsibility. Please observe the
instructions on the database or web site.

Can I get my money back if the print job is not what I wanted?
Unfortunately not - it is your responsibility to select what you want to print.
Refunds will only be given in cases of equipment failure.

Who can help me if I have problems printing?
Please ask Library staff for help.

SCANNING & PHOTOCOPYING

Where can I do some scanning or photocopying in the Law Library?
The Photocopying Room, situated on the main Reading Room floor, between
the Reading Room and the Wing Stack (turn left as you come in at the
Library entrance, and follow the signs), has 4 printer/copier machines.
There is also a printer/copier outside the Freshfields Bruckhaus Deringer
Computer Room on the lower floor.
All of the library’s machines can scan to email or USB memory sticks/keys.

How do I make the printer/copiers work?
Once you have set up a PCAS account & linked your Library Card:
1. Swipe your Library Card in the card swipe on a printer/copier.
2. Select either “B & W copying & scanning” or “Colour copying & scanning”
on the touch screen. Take care: colour copying costs more!
3. Use touch screen to fine tune – there are instructions beside the
printer/copiers to help. e.g. If you wish to scan to email, you must enter an
email address via the touch screen.
4. Log off when you have finished, do not just walk away!

Are there any copying restrictions?
Yes! Observation of copyright law is your responsibility. Copyright notices
are displayed by each machine; please read them.
You may not photocopy or scan books from locked cases, any old or fragile
volumes, or any loose-leaf works. If you require copies from any of these
categories, please consult Library staff, who may, if necessary, arrange a
copy for you.

When you have finished, please leave the books on the trolley in the
Photocopying Room, or return them to a trolley in a Reading Room.

Who can help me if I have problems scanning or photocopying?
Please ask Library staff for help.



FAQs

What do I do if I have an old EMOS card with credit on it?
Transfers of remaining credit are possible, but not cash refunds.
First, set up a PCAS account. Secondly, take your EMOS card to a member
of staff. The amount of credit on the card will be confirmed. The staff
member will ask for your PCAS username & email address. The transfer of
credit to your PCAS account will happen as quickly as pressure on staff time
will allow. You will receive a confirmation email when this has happened.

Can other people print or view my print job?
Access to your print queue is protected by your PCAS username &
password. It is therefore important to log off at a printer/copier whenever
you finish a session printing, copying or scanning: do not just walk away!

What do I do if I have left my Library Card at my desk?
You can enter your PCAS username and password manually, via the touch
screen on the printer/copier.

What do I do if I have lost my Library Card?
Until you have a replacement card, you can enter your PCAS username and
password via the touch screen on the printer/copier.
Once you have a replacement card (from the Bodleian’s Admissions Office)
go to a Library printer/copier and transfer your existing PCAS account to the
new card. To do this, swipe the new card at a printer/copier and enter in
your old PCAS username and password via the touch screen. Your existing
PCAS account will now be linked to your new card.

What do I do if I forget my PCAS username and/or password?
Follow the steps set out at https://bodleian.pcounterwebpay.com. Your new
details will be emailed to the email address you originally set up.

How do I add more credit to my PCAS account?
1. Go to https://bodleian.pcounterwebpay.com.
2. Login with your PCAS username and password.
3. Select: Deposit funds to my print/copy account.
Decide how much credit to add: this is by 50p increments up to a maximum
of £50. Note: refunds can not be given for unused credit.
4. Follow the instructions for paying: you can use either debit or credit
cards.
5. Log out & close the window.

Could I use my PCAS account to pay for Inter-Library Loans?
Yes. Please tell the member of staff who receives your ILL form how you
wish to pay.



Why must I enter an email address to set up a PCAS account?
A valid email address is needed for you to benefit from the full
service e.g. reminders should you forget either your username or password.

Can I print from the microfiche/microfilm reader?
Yes! The cost is 10p per page. Tell a member of staff how many pages you
have printed so that the cost can be deducted from your PCAS account.

Are there any guides to PCAS online?
Yes! There is more information at
http://www.bodleian.ox.ac.uk/services/copy or
http://libguides.bodleian.ox.ac.uk.

USE OF PERSONAL SCANNNERS AND CAMERAS

The Bodleian Law Library allows readers to use some types of personal
scanners, and digital cameras (provided flash is off).

What equipment can be used?
All equipment, with the exception of flat bed scanners may be used.
Note: The use of flash photography is forbidden at all times.

Where can I scan?
You may use hand held scanners anywhere in the library.

What material can be scanned?
As a general rule, if the material is eligible for use on self-service copiers,
then personal scanning will be permitted. If unsure whether an item is
eligible to be scanned, please consult with library staff.

Are there other restrictions?
Yes, there are specific copyright limitations linked to the reproduction of
digital images. Please see the separate information sheet, labeled Copyright
Information.

Contact details
Bodleian Law Library
St Cross Building
Manor Road, Oxford OX1 3UR
Tel: 01865 271462 Fax: 01865 271475 Email: law.library@bodleian.ox.ac.uk
Website: http://www.bodleian.ox.ac.uk/ law/ Twitter: http://twitter.com/thelawbod
Facebook: http://www.facebook.com/lawbod blog: http://lawbod.wordpress.com/
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