
WEB PRINTING DIRECTIONS FROM THE PORTAL (Part 1)

Log into the portal.
The Student Printing Link is on the left. 
Log into Papercut with your printing username & password.

Once in the Papercut Menu, click on Web Print. You can also 
add printing credits from this screen. 
Click on Submit a Job. 

Click a Printer. Then click: 2. Print Options and Account Selection>>
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NOTE: You receive 50 pages for printing each semester. You can add 

more money by clicking on ADD CREDIT on the papercut site or by 

visiting the Registrar’s Office. 

WEB PRINTING DIRECTIONS FROM THE PORTAL (Part 2)

Type in the number of copies.
 Then click: 3. Upload Documents>>

First ensure that your document type (Example PDF) is one of 
the approved types (Shown Below), then click: Upload from 
computer and select your document. 
Once the document is selected click: Upload & Complete>>

You should now see this screen: You can now retrieve your prints, which will be waiting for 
you on the printer. 
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