Adding Money to Your Account
Before you can print, you must add money to your Library Online account. Ask a library staff member for details.

Printing from a Library Computer
When you print anything at a public access computer, you will see a screen that looks something like this:
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A Job Name can be anything you want. It is not necessary, but it will help later if you are printing many documents.

If you click Cancel, you can continue working without printing. Your print job will be saved and you can print later.

If you click OK, a screen called the “Print Manager” will appear. Here you can see how many pages will print and how much they will cost.
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When you click the “Print and Charge” button, this Select Printer window will open:
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Here you can choose the printer you want to use. Click the “Confirm and Print” button, then click “OK” in the window that pops up. Your pages will print and the cost will be deducted from your account.  If you do not have enough in your account to cover the cost of the print job(s), you will not be able to print.
Deleting a Print Job

In the Print Manager window, check the box or boxes next to the print jobs you want to delete. Click the “Delete” button, then click “OK” in the window that pops up. 

If you log out of the computer, any print jobs in the Print Manager will disappear.

Questions?

Please ask library staff if you need help.

[image: image4.png]¥
Reserve a Computer @;u - jé



[image: image5.png]¥
Reserve a Computer @;u - jé





� INCLUDEPICTURE "http://libonline.scls.lib.wi.us/gifs/sclsheader.gif" \* MERGEFORMATINET ���


� INCLUDEPICTURE "http://libonline.scls.lib.wi.us/gifs/sclsheader.gif" \* MERGEFORMATINET ���








at Your Library




















Paying for Printing


�with Library Online











Why are we changing the way we charge for printing?





Allows computer users to monitor and manage their own printing with less library staff intervention.�


Frees library staff to give better customer service.�


Charges for printing easily, equally and fairly.





�


Printing Specifics





Printing costs XX per page�


You cannot print jobs over X pages in length.�








Questions?





Please ask library staff if you need help.











