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	1. What is your printing quota?
Registered students each receive 400 print pages per semester (fall, spring, and summer).  All black and white campus printers are set up to print on both sides of the paper (duplex) by default; however, you can specify that any job print on only one side of the paper (simplex) if necessary.  Since we only charge one page for each piece of paper printed, printing duplex effectively doubles your print quota to 800 pages per semester!  Printing done on Alverno’s campus printers is tracked and logged by a program called PaperCut.

	2. [bookmark: quota2]Why do we have a printing quota?
A printing committee met a few years ago to look at the rising costs of printing.  This committee reviewed the amount of printing the average student does, along with printing policies at other colleges. After much deliberation and concern for additional costs to students, the printing committee decided that we needed a printing policy.  This policy was reviewed and approved by Alverno’s Technology Steering Committee.

	3. Why is the quota 400 pages?
When the committee looked at printing logs, they found that 85-90% of Alverno students printed less than 400 pages each semester, and over half the students printed less than 100 pages. Our department periodically reviews printing logs to determine if the current quota still meets the needs of most students.

	4. How do I check my print balance?
To check your print balance, double-click the green PaperCut icon (in the system tray on the far right of the task bar) 
	[image: ]

	5. A window will appear showing your current balance.
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	6. You may also just hover your mouse over the PaperCut icon to see your balance.
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	7. What if I am using a Mac computer?  

When you first login on a Mac (Apple) computer, PaperCut will start automatically and the balance window will open. You can close this window by clicking on the small red button in the upper left hand corner of this window. 
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	8. If you wish to see the window again, simply click once on the PaperCut icon located in the upper right hand corner of the Finder bar.  
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	9. How do I know when my balance is getting low?
When your print balance is 75 pages or less, a window will pop up every time you print and/or login to alert you to your current print balance.
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	10. What happens when my print balance gets down to zero?
When you try to send a print job, you’ll get a message that you don’t have enough credit to print. PaperCut will deny your print job until you purchase more print pages.
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	11. How do I purchase additional print pages?
You may purchase additional print pages at 10¢ a page (black & white) from lab assistants or professional staff in the Computer Center, the Library, or the Media Hub.  The minimum purchase is $5.00.  Any additional print pages that you purchase are valid only through the end of the current semester.  The expiration date for print pages is posted on the Technology Services home page and will be added to your receipt when pages are purchased. Print pages cannot be transferred or carried over to the next semester.

	12. What happens to my printing balance at the end of the semester?
All print balances left at the end of the semester are erased when the quotas are reset for the next semester.  
Quotas are reset by Technology Services staff three times a year.
· In January, on the Monday before Alverno on the Weekend begins.
· In May, on the Monday after Graduation.
· In August, on the Monday before Alverno on the Weekend begins.
When new print pages are added, the expiration date will be posted on the home page of the Tech Services website. Printing balances may not be transferred or carried over to the next semester.

	13. How does the printing quota apply to the color laser printers in the Media Hub Lab and in the Computer Center?
Each page printed on the color laser printers counts as ten (10) black & white pages and costs $1.00.  If your print balance is 400 pages and you print one (1) page on the color printer, your new balance will be 390 pages.

	14. What other kind of information is available to me when I login to PaperCut?  
In the Paperclient window, you can click on Details…, which will direct you to a webpage where you can login to PaperCut. 
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	15. When prompted, enter your network username and password.  
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	16. Now you will see your PaperCut homepage.  From here you can view your:
· Transaction (Print) History
· Recent Print Jobs
· Jobs Pending Release.  
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provides header, footer, cover page, and text box designs that complem ent each other. For example,
youcan add a matching cover page, header, and sidebar. Click Insert andthen choose the elements you
want from the different galleries, Themes and styles also help keep your document coordinated, When
youclick Design and chonse a new Theme, the pictures, charts, and SmartArt graphics change to match
your newthere. When you apply styles, your headings change to match the new theme.

Savetime in Word with new buttons that show up where youneedthem, To changethe way a picture
fits in your document, cick it and a buttan forlayout options appears next ta it. When you work on a
table, click where youwant to adda row or a column, and then dick the plus sign. Readingis easier, too,
inthe new Readingview. You can collapse parts of the document and focus on the text you want. If you
needtostop readingbefore youreach the end, Word remembers where you left off - even on another
device, Video provides apowerful way to help you prove your point, When you dick Online Video, you
can pastein the embed code forthe video you want to add, You can also type a keywordto search
online forthe videothat bestfits your document

To make your document look professionally produced, Word provides header, footer, cover page, and
text box designs that complement each other. For example, you can add a matching cover page, header,
and sidebar. Click Insert andthen choose the elements you want from the different galleries, Themes
and styles also help keep your document coordinated. When you click Design and chonse a new Theme,
the pictures, charts, and Smartart graphics changeto match your new theme, When you apply styles,
your headings changeto match the newtheme, Savetimein Word with new buttans that show up
where youneedther. To change the way a picture fits in your document, dlick it and a button for layout
options appears nextto it, When you work on a table, dick where youwant to add a row or a colurmn,
and then dlick the plus sign,

Readingis easier, too, in the new Reading view, You can collapse parts of the document and focus on
thetext youwant, If you needto stop reading before you reachthe end, Word remembers where you
left off - even onanother device. Video provides a powerful way to help you prove your point., When
youclick Online Video, you can paste in the embed code for the video you want to add, You can also
type akeyword to search online for the videothat bestfits your document. To make your document
look professionally produced, Waord provides header, footer, cover page, andtext box designs that
complement each other. For exam ple, you can add a matching cover page, header, and sidebar. Click
Insert and then chonse the elements you wart from the different galleries.

Themes and styles also help keep your document coordinated. When you dlick Design and choose a new
Therme, the pictures, charts, and Smartart graphics change to match your newtheme, When you apply
styles, your headings change to match the new theme, Savetime in Word with new buttans that show
up where youneedthem, To change the way  picturefits in your document, dlick it and a button for
layout options appears nexttoit. When youwork ona table, dlick where you want to add arow or a
column, and then dlick the plus sign. Readingis easier, tao, in the new Reading view. You can collapse
parts of the document andfocus on the text you want. If youneedto stop readingbefore you reachthe
end, Word remembers where youleft off - even on anof
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