Patron Printing Instructions

» Patron needs to click on “File” when he/she is ready to print a document.
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> Patrons will then select “Print” from the drop-down menu.
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> Patrons can select either “Black and White Printer” or “Color Printer” options depending on the
type of print job he/she is needing.
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The “Print Job Notification” window will popup on the screen after patrons confirm the print
job.
o Here patrons can confirm he/she selected the correct printer, number of pages, and the
cost of the print job.
After the patron confirms the information is correct, he/she will then click on the “OK” button to
send the print job to staff.
o The patron must click “OK” in order for it to be accessed either by staff or the self-
service printing station(if applicable to that library location).
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Staff Printing Instructions

> Staff will need to use the following link to access the staff side of the new printing system.
o https://pcres.metrolibrary.org/
o Choose the “Print Release” option.
o The following is what the login page will look like for staff.
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> Staff will need to enter their location’s username and password to access the printing system.
o Example: Jones Library username is “jnstaff”
> Once the correct username and password are entered, staff can click the “LOGIN” button.
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https://pcres.metrolibrary.org/

» This is what the main page looks like when staff login to the printing system.
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» Please confirm the correct document(s) before printing.
o Please keep in mind that the document CANNOT be previewed before it is printed, but it
can be viewed after it is printed (which will be mentioned later).
» Check the square box under “Print Job Select”
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» Once the current document(s) is/are checked, staff will then click the “OVERRIDE” button, not
the “PRINT” button.
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> Staff should get a “Success” message if the print was successful.
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» If the patron needs another copy or staff need to access a preview of the document, staff will
click the “Re-Print” icon at the top of the page.
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» Staff can view the document by clicking on document preview.
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» Check the square box to re-print any document.
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» Click the “OVERRIDE” button to re-print any document.
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Patron ePRINTIt App Printing Instructions

» Patrons can download the ePRINTit app on his/her phone and can send documents to a library
from anywhere!

o Patrons will need to create a login to access the ePRINTit app features.
» Patrons will need to select the appropriate icon the locate a saved document on his/her phone.
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> Patrons will then select the “TBS” icon.
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> Patrons will then select the appropriate library location.
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» Select the correct document(s) he/she wants to be sent to the library’s printer.
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» Patrons will then select the document(s) he/she would like to print.

< Provider Next
@ Choose File
Book Reviews.docx
@ 16.0 KB @

@ Total selected: 1

» Here, patrons can select number of copies, which pages to print, Black/White or Color, and
paper size.
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> Patrons must enter some kind of “User Information” before selecting the “Print” button.
o Examples: John Doe, JDoe, library card number, etc.
o This is how staff and patrons can identify and print documents at the library location.

<= Service details A

Paper Size Letter-81/2x 11in

SGarrison _

User Information is used to uniquely
identify your print jobs

9295 Willa Way, Jones, Request
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-
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» There should be a green checkmark after the patron selects the “Print” button.
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> Patrons will receive the following email as confirmation.

Your submission to Metropolitan Library System was received successfully.

Some content in this message has been blocked because the sender isn'tin your Safe sender
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ePRINTIt service

ur Job was received!

Metropolitan Library System
User credentils required

SGarrison




Staff Printing Instructions for ePRINTit App

> Staff will need to use the following link to access the staff side of the new printing system.

https://pcres.metrolibrary.org/
o Choose the “Print Release” option.
o The following is what the login page will look like for staff.
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> Staff will need to enter their location’s username and password to access the printing system

o Example: Jones Library username is “jnstaf]
> Once the correct username and password are entered, staff can click the “LOGIN” button.
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https://pcres.metrolibrary.org/

» This is what the main page looks like when staff login to the printing system.
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> Staff will need to confirm the correct identifying information.
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» Staff will then check the square box and click the “OVERRIDE” button to print.
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