
PAPERCUT USER WEB INTERFACE 

Open up a web browser and 

type in the following URL:  

Please note that you must be on Campus in order to 

access the PaperCut End User Web Interface 

Enter your 

Username and 

password 

Click Login 
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 Summary: A summary of usage.
 Recent Print Jobs: A list of the user's recent printing.
 Change Details: Change card/ID Pin
 Web Print: Allows users to upload documents for printing

Once logged in, you will be at the Summary page of the 

End User Web Interface 

You can review your card 
ID, total print jobs, pages, 

and environmental impact

 MFP Information: View additional multi-function printer information



Environmental Impact 

This area highlights the environmental aspects of end users printing habits. 

 

Open the 

Environmental 

Dashboard to view 

your printing impact

Shows how printing 
equates to trees, 
CO2 emissions and 
energy. 
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Recent Print Jobs 
This area allows a user to see the cost of their print jobs, or to find a particular print job. The filter 
criteria allows for many different views of printing, and can be used to easily drill-down to find the 
information required. This is also the area in which end-users can request a refund. 

1 This page displays the 

 user's printing history 
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To cancel a print job, 

click "Cancelled"



Change Details 

This area allows a user to change their card/ID pin

Enter new Pin 

Click "Change Pin"
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Web Print 
Web Print is a printing solution ideal for laptops and other non-domain connected systems. This page 

allows users to upload documents for printing, rather than requiring the print queues to be installed on 

their system. The user will be guided through a wizard where they can select a printer, choose options 

such as number of copies, and select a document to upload. The document will then be queued for 

printing and the user can track its status from this page. 
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Select “Web 

Print” from the 

Menu 

2
Select “Submit 

a Job” 



Select a Printer 

to send the 

print job to 

3 Click on Print 

Options and 

Account Select 
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Select the 

amount of 

copies needed 

Select Upload 

Documents 
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Browse and select the 

file/document you 

wish to upload  

Select “Upload from 

computer” to browse to 

your document

You can also drag and 

drop your files from your 

PC desktop 
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This area 

shows 

supported file 

types 
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Select Upload & 

Complete 



Errors 

If you received the following error message, the file type that you attempted to upload is not supported. 

Please refer to the area showing the accepted file types. 

If you receive any other error messages, please contact your Administrator/ IT Department. 

Your document was 

successfully submitted 

to the printer 

9




