Setting up your printer
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If you are a user that works from an office or campus within NZ, then your printers will already
be set up and you are able to print to the print que named “NZ FollowMe” (see below). Once
you have clicked Print, then go to Step 6 in this document in order to release your print job
from the printer.
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If you are a user in Australia or you mainly work offsite (home) within NZ, then follow the steps
starting below.

Step 1: On the system tray, right click on the PaperCut client and select View My printers
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Step 2: Click on Sign on to install
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Step 3: Type in your username (work email address) and your password and click Sign in and
install
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Step 4: Click on Add printers.

If you are in New Zealand, then click Install on a printer called NZFollowMe
If you are in Australia, then click Install on the appropriate printer que you want to add based
on your organization.
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Step 6: When you go to print a document, your installed printers should now be available to
print to. Once you click Print, there are two ways to release your job from to the copier
depending on your copier setup. Please follow the steps below to release your job based on
your copier.
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If your copier is set up with PaperCut, you can tap your print card on the card reader to login or
login manually on the screen by inputting in your username and password. If your copier
doesn’t have a print card reader or login screen, then please follow step 7 on the next page.
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Step 7: Login with your email address and password https://papercut.up.education/user
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Step 8: Click on Jobs Pending Release, find your print job and click print
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Step 9: Click on the specific copier you want to release the job to
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Step 10: It will update you of the status of your print job. Once the job disappears then go up to
the copier to retrieve your print job.
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