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No jobs pending release. Auto refresh (27) Refresh Now
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Go to “Web Print” in the bottom left hand corner



[3 PaperCut MF : Web Print

<« [CRReI © Not secure | 1068.0.251

B SwffBookmarks @ ® v BN B v W Chromebo

B Academis W Google W Ms W NwocA W s [ Shop MW IPs

PaperCutMF il

Web Print

Summary

Web Print s a service to enable printing for laptop, wireless and unauthenticated users without the need to install print drivers. To upload a
dogusm Qg, click Submit a Job below.
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Change Detail:
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Click “Submit Job”

3 PaperCut MF : Web Print - Step

& [CARalN © Notsecure | 10.68.0.251:9

B Staff Bookmarks @ d 7 B v B Chromebooks

B Academis W Google W Ms W Nwoca W s W shop W IPs

PaperCutMF il

Web Print

Summary
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Web Print

2. Print Options and Account Selection »

Select the Printer location you would like to print to, and then press “Print
Options and Account Selection”
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3. Upload Documents »

Indicate how many copies you would like, and click “Upload Documents”
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Web Print

Upload

Upload from computer

Upload & Complete »

Here is where you will upload your documents. It only accepts PDFs and
images, so you will need to convert your Word documents to PDFs. After
your file is selected, click “Upload and Complete” and you’re set to print!



How to Convert a Word Document to a PDF:
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Click “Save as Adobe PDF” and your Word file is now a PDF!



How to Save a Report as a PDF on Hawthorne:

e Click “Print” on the report page.

e It will prompt you to save it as a PDF in a location in your files.

e Once you save it, it can be submitted to print via the Web Print
instructions above.



