
Printing Instructions 

Before You Print: 
 You must use YOUR student card only for printing 
 If the document is large or has lots of images it may print extremely slowly. Send 

a test print (one or two pages) and make sure they print successfully before 
sending the full document. 

 Save your document before you send it to the printer; then, if you have problems, 
you can re-open it and send it again. Save it to your USB key/thumb drive, not the 
computer desktop. 

 If you experience problems with printing, staff at the Front Desk and our Rovers 
can assist you. 

 

When you are ready to print: 
1. After you press print, a ‘Print Job Details’ window will open 
2. Check the details and cost of your print job 
3. Click the ‘OK’ button to continue printing or the ‘Cancel’ button to abort. 
4. Go to any printer in the ITS Labs to process your print job. 

 

At the Printer: 
1. Check that the Tick is on the ‘Print Release’ option on the screen and press the 

Tick on the keypad. 
2. Swipe your UOW ID card in the printer card reader. 
3. Select the ‘Print Document’ option and press the Tick on the keypad. 
4. The job you wish to print will display a Tick on the screen, beside the document 

name. 
5. If printing multiple documents, select the documents you want to print by using 

the keypad direction keys and pressing the Tick on the keypad to select the 
document. A cross will appear next to each selected document. 

6. Scroll to ‘Done’ and press the Tick on the keypad. 
7. Your documents will be printed. 
8. A message advising your print jobs are done will display. Press the Tick on the 

keypad to exit. 
 

Which is my print job?: 
 The printer will only display jobs you have sent to the printer from your 

university user account. 


