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Requirements for the provision of services

The service is provided for the registered users of Vilnius University Library who obtain a virtual account of

advance payment:

« For the members of VU community a virtual account of advance payment is created automatically once
they register at VU’s Identity Management System (https://id.vu.lt)

* All other card-carrying users of Vilnius University Library automatically obtain a virtual account of advance
payment once they register as users.

Topping up your account

You can top up your virtual account of advance payment at the Library’s Information Desk

Prices of services

Printing, copying (cost per copy)

Al black and white — €0.04 Ak colour — €0.65
A3 black and white — €0.08 A3 colour — €1.30
Quick scan — €0.01

Logging into the multi-function devices

» By entering your Single Sign-On user name and password (the same one you use for logging into the
Library’s computers);

» By placing your user card over the card reader;

+ By entering your ID number.

Vartotojo vardas ir slaptatodis

1D numeris.

Using the on-screen keyboard, enter your username (1) and password (2), then select Log In.




For logging into the device, place your user card over the card reader (marked in red).

If your user card has not been linked yet with your user account in the printing system, you can do it when

entering the system for the first time.
Place your user card over the card reader and enter your username and password in the window that

appears; confirm the link by selecting Set.

P

PaperCut!

Unknown card. To associate this card with your account, enter
your username and password, then swipe the card.

Username

Password

Using the on-screen keyboard enter your ID number (1) and select Log In. You can generate an ID number by
logging into your personal account at https://print.vu.lt, in Change Details section.

Please enter ID number

ID number




Copying

1. Place a document on the glass and select Device functions >> Next

PaperCut

There are no print jobs awaiting release.

Print release

Ready to copy. (Black & White) Copies

Time for maintenance. (Cassette:3)

Auto Normal 0

Paper Density
Original  : --- E Selection = ]
Zoom 2

Paper 3 . 1-sided
>>1-sided

Quick Setup Org./Paper/ Color/ Layout/Edit Program
Finishing Image Quality

3. To copy a non-standard size document (other than A4*, for example, newspaper):
» Select Org./Paper/Finishing>>Original Size>>A3>>0K or
» To enlarge/reduce the copy, select Zoom on the touch screen and choose your zoom ratio

*If multi-function device has only Al sheets, it cannot make copies of other sizes. If the original exceeds the Al size, copy size should

be reduced - otherwise the device will show an error message.

L. Make sure that the device is properly set up:
* Black and White or Full Colour copying
* Paper size

To restore default settings, press the yellow Reset button
If you need several copies, enter a number of copies on the numerical keyboard.

5. Once the settings have been chosen, press the green Start button on the physical keyboard of the device

6. After finishing the task, press the Logout button on the physical keyboard of the device or on the screen.

Authentication/
Logout

b




Printing documents sent from the computers

Document will be printed according to the parameters set in the computer (for example, Full colour/Black
and white, several pages in one, both sides and ect.)

1. Select Print all on the touch screen:

PaperCut

2 prr e tosiprees 8

Print release Device functions

If you sent several documents from the computer but do not need to print all of them, select Print release
and choose the document by its title:

Home Held Prlnt JObS

1job, 4 pages, €0,160

Example.pdf

Pavyzdys.pdf

Force grayscale Force 2-sided

You can delete documents sent from the computer by ticking them and pressing W mark.
2. Wait until a task is completed.

3. After finishing the task, press the Logout button on the physical keyboard of the device or on the screen.

Web printing allows users to print both from the Library computers and from their private computers or
mobile devices. Documents for printing have to be uploaded to printing system by accessing your private
account at https://print.vu.lt, in Web Print section.

This method only allows printing of the entire file (not parts of it).




Printing of PDF and JPG files
from a USB flash drive

Only PDF (*.pdf) and JPG (*.jpg) files in a USB flash drive can be printed by this method.

The document will be printed in colour by default. Users can change it to black and white by following the
instructions.

This method only allows printing of the entire file (not parts of it).

There is no possibility to print Word (*.doc, *docx), Excel (*xls, *xlIsx), text (*txt) or other files from a USB flash
drive.

1. Select Device functions >> Next on the touch screen:

PaperCut

2 printjobs pending, total pages: &

2. Insert your USB flash drive into the USB port of the multi-function device. Wait until the multi-function
device reads your files (the process may take a few moments).

3. Select Yes when an information window — Removable Memory is recognized. Displaying files. Are you
sure? — appears:

‘ Ready to copy. (Black & White Conled
y to copy. ( ) 1

Time for maintenance. (Cassette:3)

Preview

Removable Memory was recognized.
Displaying files.

Are you sure?

o
i |
Duple I Combine

X
Quick Setup Org./Paper/ Color/ Layout/Edit
Finishing Image Quality




If your files are not automatically read from the USB flash drive:
* Press the Document Box button on the physical keyboard of the device and then select the tag Removable
Memory at the bottom of the screen:

| |Search(Name)

Search(No,;

Add/Edit Box

Detail
Custom Box

* Press the Home button on the physical keyboard of the device and then select the Removable Memory
icon on the screen:

Clear

Reset @

jstgtcug/ ‘ Home 1 2 3 ra
obCancel  gcopy Auto Color Qude  sop  EnersySaver
§ 4 a o .
e o nectcaton
Help  @Send Full Color Eter ¢ Gigo
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# Job Separator WoProcessing OMemory | Attention
| [ ] L] L]
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D ||"J System Volume Information | ‘

|§ DP-500.pdf | 2019/01/21 10:50 ‘ 1.1MB




* Quick Setup: you can choose paper size (A4/A3), print on both sides of the sheet (Duplex);
« Color/Image Quality: you can choose full colour or black and white printing (Color selection>> Full
color/Black and white >> OK)

[E Ready to print from Box. Copies

Time for maintenance. (Cassette:3)

Ady Collate
Plain

Paper Collate/
E Selection Offset

1-sided

Duplex

—
Quick Setup Functions olor. .
I I P

6. If all settings have been selected, press the green Start button on the device’s keyboard.
7. After finishing the task, press the Logout button on the physical keyboard of the device or on the screen.

Authentication/
Logout

b




] (]
Scanning documents to VU email box
Maximum file size — 20 MB.
1. On the touch screen, select Scan to @ My Email (for VU Library users), Scan to My Email (max 20 MB)

(for VU students/employees), or Scan to PDF (Mail link) if the document is predicted to be larger than 20 MB
(the link to the document will take a few minutes to arrive):

pap erCut < Griati Skenuoti Atsijungti

Paskyra: Mano asmening paskyra Balansas: Neribotas

2 print jobs pending, total pages: 8 “' Scan to @ (MB, <20MB) u. Scan to Email (max 20 MB)

Users of VU Library VU students/employees

Scan to PDF (Mail link)

Size of document
to be scanned > 20 MB

Print release Device functions

2. You can change settings of the scanned document by selecting Settings.

3. You can choose colour/black and white copy, change its resolution, file format, if you need a PDF or a
JPEG, and other options. If you need continuous scanning, select Prompt for more pages

Scan to My Email

Duplex mode File type

1-sided PDF

Orientation

Portrait

Paper size Color mode

A3 Color Grayscale

Prompt for more pages:

L. If all settings have been selected, press the Start button.

5. After finishing the task, press the Logout button on the physical keyboard of the device or on the screen.

Authentication/
Logout

o

The scanned document will be sent to your email when logging off the system. If you cannot find the scanned document in your

mailbox, check your junk mail folder.

If the device shows an error message when logging off the system, and a scanned document has not arrived to your mailbox, most
likely the size of your document is too great. Maximum file size is 20 MB. If this is the case, save it on USB flash drive (see next chapter)
or choose Scan to PDF (Mail link).




Scanning straight to a USB flash drive

1. Select Device functions >> Next on the touch screen:

PaperCut § AL

2 print jobs pending, total pages: 8

.
s

Print release Device functions Scan

2. Insert your USB flash drive into the USB port of the multi-function device. Wait until the multi-function
device reads your files (the process may take a few moments).

3. Select Yes when an information window — Removable Memory is recognized. Display files. Are you
sure? — appears on the screen:

Ready to copy. (Black & White) Copiss

Time for maintenance. (Cassette:3) 1

Preview

Display image i Removable Memory was recognized.
before printing. Displaying files.

Are you sure?

Original  : ---

Quick Setup Org./Paper/ Color/ Layout/Edit Advanced Program
Finishing Image Quality Setup




If your files are not automatically read from the USB flash drive:
* Press the Document Box button on the physical keyboard of the device and then select the tag Removable

Memory at the bottom of the screen:

Detail

Custom Box

* Press the Home button on the physical keyboard of the device and then select the Removable Memory

icon on the screen:

Stgtus/ 1 Home 1 2 2 L.
Job Cance
fCopy Auto Color Qukto  grop  Eneraysaver
v i «d 5 6 L GEE "
i . pectato
Help @GSend  Full Color Logout
Enter
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L. When the USB flash drive window opens, select Store File:

[E Removable Memory.

1 Removable Memory

. ‘ # System Volume Information | |
J ‘@ DP-500.pdf | 2019/01/21 10:50 | 1.1MB

d ‘@ doc00142520190130095946.... | 2018/01/30 09:00 | 318.0KB

4 ‘E. doc00142620190130100101.... |2019/a1/3009:01 | 321.0KB




5. Select Quick Setup and choose your settings: colour/black and white scanning, colour density,
orientation of original (portrait, landscape), etc.:

Free Space

Ready to store in Box. 1.9GB

Place original.

Storing Image

Display image
before storing.

Normal 0

. .... Full Color 300x300dpi ‘

Color I Scan Density
M @Selemion ludpiﬁesolulinn E-
L — | co—

Zoom
Store D 1-sided Top Edge Text+Photo
on Top

2-sided/Book Original
Original E Orlgmelmn
ey

6. If you want to change the functional settings of a scanned document, select Functions and choose your
settings or touch the Down Arrow in order to see other options. Here you can:

a. Choose colour/black and white copy;

b. Change resolution of a copy;

c. Change document format;

d. I) If the document to be scanned is loose sheets, place the sheets in the automatic feed tray and press the
green Start button;

1) if the document to be scanned is bound (such as a book, a journal, etc.) — choose the option to scan several
pages in succession (Continuous Scan >> On). Press the green Start button for each page you want to scan.
After completing the scan, it is absolutely NECESSARY to select Finish scan on the touch screen, otherwise
scanned material will not be transferred to the USB flash drive.

e. Make other necessary changes.

[E] Ready to store in Box.
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Zoom : : @ Color O Sharpnoss O Background & | @ Text Stamp | © Bates Stamp || @ Skip Blank
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Functions Back to List Functions RemoveMemory Back o List




7. If you’re scanning a single page, press the green Start button on the physical keyboard of the device. The
scanned image will be saved on the USB flash drive.

8. When the scanning is complete, select Removable Memory in the section Removable Memory and wait
until a message Removable Memory can be safely removed appears on the screen. Remove your USB flash
drive.

[E Removable Memory.

I ) Removable Memory -

m Removable Memory can be safely removed.

9. After finishing the task, press the Logout button on the physical keyboard of the device or on the screen.

Authentication/
Logout
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