Accessing webh-based print

As a CCS student, you can print to any lab printer from your laptop or mobile device using the Papercut

web-based printing system.

To get started, open a web browser and type in ccsprint.collegeforcreativestudies.edu.

cesprint.collegeforcreativestudies.edu

The Papercut login page will load.
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PaperCut MF

Please see Printing Manual for details on using CCS
Flex (Blackboard) dollars for printing

Username wbee
Password sssssss
Language | English B
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Type in your CCS username and
password, and click “Log in”.
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Summary
Us whee rker Bee)
— ername (Wor )
Balance $0.00
Transaction History
Total print jobs 0
Recent Print Jobs
Total pages 0
Jobs Pending Release
eeeoeoed WebPrint ..
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: Log Out
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Once logged in, your Papercut

account summary page will appear.

Jobs Pending Release

Web Print

Along the left column, click the link
“Web Print”, which will take you to
the Web Print section.

Click the link “Submit a Job”.

Web Print

Web Print is a service to enable printing for laptop/wireless devices. To upload a
document for printing, click Submit a Job below. *** Documents are Limited to
100MB or Less ***

Submita Job» eefesese

Submit Time Printer Document Name Pages Cost Status
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No active jobs

Submit a Job »




Web Print

Select a printer:

12 » »

m 2 Options 3. Upload

You will see a list of all of

‘ Quick Find:

ford-prinhC201-Color-Xerox7800-WebPrint
ford-printiC201-Xeroxé622-WebPrint
ford-printCa07-T652-WebPrint
ford-printCrafts-T32-WebPrint
ford-print004-T644-WebPrint

ford-printLibrary-Xerox-5335-WebPrint

ford-prin\SSC-TB42-WebPrint
") fordprintWO01-Te42-WebPrint
ford-printWo03-MS810-WebPrint
ford-printWo04-T644-WebPrint
ford-printWo08-Te52-WebPrint
ford-printWo10-Te42-WebPrint
forchprintWO13-MS810-WebPrint
ford-printW301-MS810-WebPrint

ford-printW313-Xerox-5335-

taub-printMFA-TE
taub-printiT10-De
taub-printT

taub-printT1107-Xe

Printer Name 4

Kresge Ford Building - 2nd Floor

Kresge Ford Buiding - 2nd Fioor

Kresge Ford Buiding - 3rd Floor

Walter B Ford Building - Basement

Walter 8 Ford Buiding - Basement

Walter B Ford Building - Basement

Walter 8 Ford Building - Basement

Watter B Ford Building - Basement

Taubman Building - 101h Floor

Taubman Building - 11th Floor

© taub-prinfiTE30-Xerox4622-WebPrint

' taub-print\TE30-Color-Xerox7800-WebPrint

taub-printT630-Xerox4622-WebPrint

taub-printT812-Color-Xerox7800-WebPrint

« Back to Active Jobs

Taubman Buiding - 6th Floor
Taubman Building - 6th Floor
Taubman Building - 6th Floor

Taubman Buiding - 6th Floor

Taubman Buiking - 6th Floor

Taubman Building - 8th Floor

2. Print Options ang Account

the available lab printers.

(1) To print, select the
button next to the printer
you wish to print to.

Then click the

“Print Options and
Account Selection”
button at the bottom-right
corner of the screen.

Selection

2. Print Options and Account Selection »

Options

Copies: 1

« 1. Printer Selection

1. Printer [N 00008 3. Upload

3. Upload Documents » o

Select documents to upload and print

Drag files here

Upload frem computer

3. Upload Documents »

I ‘ 1. Printer ‘ 2. Options E

Application / File Type
Microsoft Excel
Microsoft PowerPoint
Microsoft Word

PDF

Picture Files

XPS

« 2. Print Options.

The following file types are

Upload from computer

allowed:

File Extension(s)
xlam, xis, xlsb, xism, xisx, xitm, xitx

pot, potm, potx, ppam, pps, ppsm, PPSX, Ppt, ppim, ppix
doc, docm, docx, dot, dotm, dotx, rif

pdf

bmp, dib, git, f, i, e jpeg, jpg. png, i, tff

*ps

Upload & Complete »

(2) Enter the number of
copies you would like to
print, then click the
“Upload Documents”
button at the bottom-right
cornetr.

(3) In the Upload section, drag the
file(s) you would like to print onto the
“Drag files here” space.

Make sure that your documents
conform to the file types listed
below. Note that .PSD files are not on
the list.

For image files, it is best to convert
them to Adobe PDF files before
submitting. After doing so, check
the file size to be sure it is 100MB or
less.



[ 1. printer | 2. Options E

Select documents to pload and print

Drag files here

Upload from computer

‘The following file types are allowed:
Application  File Type ~File Extension(s)
Microsolft Excel
Microsoft PowerPoint.

doc, docm, docx, dot, dotm, dot, f

pdt

bmp, ib, g, it e, Jpeg. iog, png, t tf
xps

Microsoft Word
POF

Plcture Fles
xps

Please note that there is a 100MB limit for print jobs
sent via the CCS Web Print system.

Click “Upload & Complete” to submit the print job.

Upload & Complete »

p
PaperCutMF

o Your document was successfully submitted. See the table below to track its status.

Summary

Web Print

Rates

(4) The Web Print page will
re-appear, showing it is
processing the print job that

Transaction History
Recent Print Jobs

Jobs Pending Release

Web Print is a service to enable printing for laptop/wireless devices. To upload a
document for printing, click Submit a Job below. *** Documents are Limited to
100MB or Less ™™

Submit a Job »

you just submitted.

Once finished processing, the

Submit Ti Print Doct 1t N Pa Cost Staty H H H H
Log Out uomit Time riner e —— v print job will display the status
OABRT MEERe. SERIHRES “Held | .
= et eld in a Queue”.
Jobs Pending Release Submit Time Printer Document Name Pages Cost Status
ARREC memoe . SILISISES 1 005 tednemesw  feees
Log Out
-
Status

(5) To release your job
from the queue, click the
“Jobs Pending Release”
link along the left column.

Held in a queus

Recent Print Jobs

Jobs Pending Release

Web Print

Jobs Pending Release

St
S 1 job pending release with cost $0.05

Your balance: $4.90

Auto refresh (38) Refresh Now

Rates

Transaction History Release All Cancel Al

Recent Print Jobs

Submit Time Printer Document Client Pages Cost Action
Jobe Pending Raiesse (®) Aug 23, 2018 25553 PM taub-printiTB30-XeroxdE22-WebPrint  Screen Snot 2016 3al 125656 PMang  Web Print 1 $0.05 [orini] [cancel
Web Print
Log Out
0.05 [print] [cancel]

In the “Jobs Pending Release” section, make sure to check the correct printer you want to
print to is listed. If so, at the right side of your job, click “Print” to confirm the print job, and it
will then print to the printer you selected. Or, click “Cancel” to cancel the job.

To confirm that your job has printed, click “Recent Print Jobs”.

If you are experiencing problems printing, create a Help Desk ticket on the CCS
Blackboard page or call the Help Desk at (313) 664-7818.



