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How to Log into a SLC Corporate Laptop

Please make sure that you are signing into the laptop with ‘Other User’ and logging in with your
SLC email address and password. Logging in with your SLC email address will allow you proper
connection to the College’s network, including print services.

S local-user

,Q\ Other user

624 x 494

Set up your Laptop to Print
In the start menu of your main screen, please type in the following: \\slcprint001

When the window pops up with all the printers on it, please scroll down to the very bottom and
double-click on ‘SLC Multifunction Device’. This will begin the installation process.

M. S|LC Multifunction Device

Printing to the Ricoh (SLC Multifunction Device)

In your application (ie. MS Word) when you go to print now, please select “SLC Multifunction
Device on slcprint001”

=)

Printer

SLC Multifunction Device o...

= Ready: 2 docurments waiting

Cornwall Multifunction Device on cps10
Ready: 2 documents waiting

K03010P01 on kps10
Error: 1 document waiting

K33376P01 on kps10
Ready

Kingston Multifunction Device on kps10

Ready: 1 docurment waiting
SLC Multifunction Device on slcprint001 /

Ready: 2 documents waiting
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Printer Properties

You can also click on Printer Properties, Properties or Preferences (depending
on the application) to access the RICOH driver.

This will allow you to change settings such as B&W printing, Colour printing, Stapling
and/or Hole Punching.

Printer

«= SLC Multifunction Device on slcprint001
- Ready: 26 documents waiting

Printer Properties

Printing while On-Campus: Secure Printing - Log into the Ricoh MFD

Touch the screen to come out of energy-saving mode.

Tap your card on the reader at the RICOH device to login. Your credentials will
automatically be populated.

-]
PaperCutMF
Tap your card or enter your login details to continue.

Username
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Print All your Documents:

All documents that you have sent to the print queue will display on the screen in the
order they were sent. Along the left-hand side, you will have options to print the
highlighted document, delete it, select all, or refresh.

Press ‘Print All’ to release all your print jobs:

PaperCut MF G, Deny admin.s operation, tap here

PaperCutMF_

You have 1 print job pending

Print release Device functions Scan

Check Status 2 2n

Print Select Documents:

You can also pick and choose which jobs you want to print by selecting the ‘Print
release’ icon.

PaperCut MF | G5, Deny admin's operation, tap here

L]
PaperCutMF Ryan Doyle
You have 1 print job pending m

Print release©

Check Status 16
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Print Select Documents:

Select checkbox next to the document(s) to print and tap Print.

To delete a print job, select the print job(s) and press the trash can icon.

Force grayscale & 2-sided printing using the checkboxes below.

PaperCut MF

-
PaperCutMF  Print release

O Selectall <
O Microsoft Word - Document1
Account needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago
O Microsoft Word - Document1 >
Account needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago

|C] Printas grayscale [ PrintasZ—sidedI

“ o

Apr. 06 2021
10:56AM

Check Status

Print Settings from Ricoh Multi-Function Device:

Note: Print Jobs will
remain in queue for
2 days unless they
are printed or
deleted.

You can adjust the print settings directly from the RICOH device by pushing the
arrow next to the job you wish to adjust. Make the desired changes and press Print.

[ [Vicrosoft Word - Documentl >
Rccount needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago

o Microsoft Word - Document!
f\ccount needed., 1 copy, 1-sided, Grayscale, LETTER 4 min. ago|

Ryan Doyle Log out

Microsoft Word — Document1

When 6 min. ago Coples [ =1 1 |+

User rdoyle Duplex mode 1-sided 2-sided
Pages 1 Color mode Color Grayscale
Account ICT-Solutions | » Page size LETTER
Balance Unrestricted Cost $040

Reset to original

Check Status

Apr. 06 2021
10:58 AM

Press Reset to
original to return to
original job
settings.
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Logging Out

Press the Log out button at the top of the screen or tap your card on reader to log
out.

If you forget to logout, PaperCut will automatically log you out after 60 seconds.

PaperCut MF

-]
PaperCutMF  Print release

O Selectall LS

O Microsoft Word - Document!
Account needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago

O Microsoft Word - Document! N
Account needed, 1 copy, 1-sided, Grayscale, LETTER 4 min. ago

[0 Printasgrayscale [J Printas 2-sided

Check Status i’ ©
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Printing from Home - Using WebPrint from Off-Campus

Log into the slc.me portal

Scroll down and click on ‘Print Services’

@ Print Services /

Click on *https://print.slc.me/user

Staff Print Services

5LC offers the following Print Services using a platform called PaperCut:

The following guide list are links to external POF douments:

*  Wanaging your print ervironment through PaperCut

*  How to scan a docurnent 1o your SLC Onelrive
*  How to use the Multi-Fundion Print Devices

*  How to print remotely from yvour own device

*  How to check and add print quota to ywour account

—

Click here to access these services:  hittpsy//print.slc.me/user
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Sign into PaperCut
B |
. +
PaperCut ‘ 22 0
¥ MF .
Login
Please click the Sign in With Microsoft button to access the
system and enter your SLC.Me account.
Username
Password Slgn in with
your SLC email
i address anc
password.

or

=l Sign inwith Microsoft ﬁﬁ“
Language Select
@ English v l
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Select ‘Web Print’

-] PaperCut
MF

Web Print

b Summary

\/ 7 Redeem Card . . Al ’ i
Web Print is a service to enable printing for laptop, wireless and un

:::'::':: Transaction History
) Submit a Job »

PRINTER

SUBMIT TIME

™ o Jobs |:'|:-r'||:|il'|_g_ R

% Web Print k

Add Credit

Select ‘Submit a Job

- PaperCut
MF

_ Web Print
IL Summanry

\ / Redeem Card :
. Web Print is a service to enable printing for laptop, wireless and un

25 Transaction History

C I D

[ ] Jobs Pending Release

0] -4

% Web Print
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Select Black & White or Colour

Select the radio button for either Black and White printing or Colour printing.
Click on ‘2. Print Options and Account Selection’

Web Print g

Select a printer:

PRINTER NAME 1+ LOCATION/DEPARTMENT

lcprint001\Black and White Web Printer (virtual)
leprint001\Colour Web Printer (virtual)

Enter Number of Copies and Upload Documents

Enter the number of copies you’'d like to print.
Click on ‘3. Upload Documents’

Web Print © ®

1, Printes 2. Options
Options %

« 1. Printer Selection 3. Upload Ducument‘

A
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Upload your Files to be Printed

Drag files onto drop area or press ‘Upload from computer’ and select the files to
be printed.

Select ‘Upload & Complete’ once all documents have been uploaded.

Web Print . .
1. Printer 2. Options 3. Upload

Upload
Select documents to upload and print

Drag files here
g E———

‘ Upload frem computer '

t Excel xlam, xs, xlsb, xlsm, xlsx, xltm, xlbx Microsoft PowerPoint pot, potm, pobx, ppam,

docm, docx, dot, dotm, dotx, rtf, bxt PDF pdf Picture Fil mp, dib, gif, jfif, jif,

@ 2. Print Options

I Upload & Complete ‘ l )

All selected documents will now be held in queue and will be available for release
once you return to Campus. Documents that are not printed will be purged from your

Print queue after two days.

Web Print

Web Printis a service to enable printing for laptop, wireless and unauthenticated users without the need to install print drivers. To upload a document for printing, click Submit a Job below.

Submita Job »

SUBMIT TIME PRINTER DOCUMENT NAME

Adding shared email account to iPhone.docx 50.12 Held in a queue

AccessingSLCemail.doox 50.12 Held in a queue

10



