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There are a few ways to connect to the new printers

WebPrint: WebPrint allows you to connect quickly and is great
for small jobs. It does not require you to install any drivers. Please
see the bottom of the page for instructions.

Complete Install: In order to use all the functions of the printer,
such as stapling and hole punching, you will need to install a few
things. Please follow the instructions below.

Main Office Windows desktops already have Complete install
skip to step 11.

1. If you are on Wi-Fi, please have your device connected to

the UBC VPN or EOS VPN. If you are connected via wired
Ethernet, please continue to the next step.

2. From the search box, enter "manage windows credentials"
and open it as shown below.
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3. Click on 'Add a Windows credential'

[B] Credential Manager

T > Control Panel > UserAccounts » Credential Manager - oG Search Control Panel p

Control Panel Home .
Manage your credentials

View and delete your saved logon information for websites, connected applications and networks.
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Certificate-Based Credentials Add a certificate-based credential

No certificates.
See also

User Accounts

Generic Credentials Add a generic credential

4. Fill in the address with: \\papercut.eoas.ubc.ca
User name: eoas\username
Password: Your EOAS password
Click 'OK'" to save.



[E Add a Windows Credential

« v > Control Panel > UserAccounts » Credential Manager > Add a Windows Credential v G Search Control Panel »

Type the address of the website or network location and your credentials

Make sure that the user name and password that you type can be used to access the location.

Internet or network address
(e.9. myserver, server.company.comy; _\\pepercut.eozs.ube.ca

User name: eoas\username

Password IEOAS]Rassword|

5. Now, enter \\papercut.eoas.ubc.ca from the search box on
the taskbar and open it.
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6. Double-click on Findme to install the printer. Installing the
Findme printer will allow you to release your print jobs at
either printer. If the installation is successful, the printer
gueue should pop up afterwards.
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Windows Printer Installation

Connecting to Findme on papercut.eoas.ubc.ca

Finishing the installation...

=1 Findme on papercut.ecas.ubc.ca

Printer Document View

Document Mame Status Owner Pages Size Submitted

8. The PaperCut client is the next component that needs
installation.

9. From the location of Findme in step 6, navigate to the
PCClient folder, then to the win folder, and run the client-
local-install executable to install the PaperCut client.
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10. Follow the steps of the installer.

11. The PaperCut client will launch after you click 'Finish' from

the installer. Login with your EOAS username and
password.

12. When you print your document, select the Findme printer.

Username:
Password:

Remember:

p Login
Your EOAS login credentials are required for printer access.

For next 15 minutes w

For next 60 minutes

Always

The Findme printer will allow you to release your print jobs at
either printer, then click print.

13. The Papercut client may ask for your EOAS credentials

once

again.

14. After authenticating, you will be presented with a screen

detailing the amount of pages, cost, colour/black and white,
and speedchart/worktag that will be charged.




Print Job Notfication

p Print Job Notification
Confirm the print and select the print action

~Print job details
Document name EMicrnsnFt Word - Document1
Printer |papercutiFindme

Pages 1 (Grayscale) Cost ;$U.UE

~Print job actions

0 Charge to Speedchart/Worktag
Account COMP/PMO0508 1\Comp Staff o
|| Apply to all documents in queue (Jobs: 1) Cancel
L A

15. Change the speedchart/worktag if necessary from the
dropdown menu.

16. Click Print.
17. Go to the printer you wish to release the job.

18. Click here to continue for instructions at the printer.

Web Print

1. If you are on Wi-Fi, please have your device connected to

the UBC VPN or EOS VPN. If you are connected via wired
Ethernet, please continue to the next step.

2. Head to https://papercut.eoas.ubc.ca:9192/ and login with
your EOAS username and password.
It is also accessible under 'Log In' on the department website
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6.

7.

8.

%) Log In

EOAS Website Login
Old My.EOS Website
EOAS Cloud Server Website

EOAS Helpdesk Website
EOAS Booking System
FASmail Webmail
EOAS GitLab

. EOAS Web Print (Papercut)

. Go to the Web Print tab located on the left.

Select the amount of copies and the account you want your
job to be charged to.

. Upload your document; see the supported file types below

the white box.
Select Upload & Complete.

Go to the printer you wish to release the job.

Click here to continue for instructions at the printer.

Limitations:

No choice of selecting which pages to print
No choice of staples, hole punching

File types allowed: Microsoft Excel xlam, xls, xIsb, xIsm,
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xIsx, xIltm, xIltx Microsoft PowerPoint pot, potm, potx,

ppam, pps, ppsm, ppsx, ppt, pptm, pptx Microsoft Word
doc, docm, docx, dot, dotm, dotx, rtf, txt PDF pdf Picture

Files bmp, dib, gif, |fif, jif, jpe, jpeq, jpg, png, tif, tiff XPS xps

Troubleshooting
See FAQs
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