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Instructions for requesting a printing refund

You can request a refund for substandard-quality printouts, directly from any campus computer.

1) Click on the
“Papercut” icon on the
computer you are using.
This is generally located
at the bottom right
hand side of the screen.
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2) When your balance
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your screen, click on ALVERNO 447 -0

“Details...”
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3) You will be COLLEGE

prompted to Loginin ESTABLISHED 1887
with your Alverno Username [teststu1
LJsernamde and Password |"“““| -
assword.
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Lo Recent Print Jobs
5) Locate the Print job
that you would like to
‘ Q, Filter on [edif] rlemove =}

have fully/partially
refunded to you and Date ¥ Charged To Printer Pages Cost Document Name Attribs. Status

click “request refund”
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Refund Request

All refund requests may be reviewed by the administrator.

Job Details
) Time Mar 4, 2016 9:46:13 A
[l Pages 1
E, Cost 1.0
6) Select the Refund -
Document Name Microsoft Word - Documenti

Amount required (Full,
or number of pages), e Printer printsn2\RC109B1-HP4515
enter in an explanation
of what happened, and

o u ” ) Refund Details
Click “Send”. That’s all
there is to it! Refund Amount ® Full amount
() Partial amount:l 0.0
Reason for Request

|| Cancel

You will be notified via email when your request has been processed.
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