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ONLINE PRINT JOB SUBMISSION - USER GUIDE

IMPORTANT NOTICE

NOTE: This guide is a generic document, images included are based on the default configuration and
may be different based on the branding, configuration and design of the site you are accessing. The
general user experience will be somewhat similar.

LOGGING IN

Sign in to the site using your “Library Card Number” and “Password".

Please enter your usermname and password.

~Account Information

You will see the following screen which allows you to upload documents or change your default
settings.

@ togout |fwebprint [l SookaRoom W nonitor miine Ondering | g My onitor | My Resenvation For PG
Welcome

How would you Iike to send us your print job?

I Web Priot  Send Emall Atiachment

Browse to a file on your device and send it to us.
Maximum slowed fle size: 100 M8 ) Supported fle types

Seloct files.

Cument atiributes : Blsck & Whits, Two-Sided, 1 Copy,  Change

NIl  Recont Transactions
Your belance s $348.52 @
Document Name Atributes Status cast
Prnting Dems par 1 A4, Doler, One Sised, 1 Cop Waltng for reiease s1o0
Prnting Dams pat 1 A4, Coler, cony Waltng forreiease s100

Printng Demmo.pet 1 A4, Color, Dne- Cony Walling for ralease s10

Total cust of unreleased jobs $3 00

SelectAll  DasskactAll Changs Job Attributes PrintNow  Dlate

Pawered by Monilor
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CHANGING DEFAULT JOB ATTRIBUTES
Select the “Change” button to set the settings for any future jobs you upload.

@ togout |fwebprint [l SookaRoom W nonitor miine Ondering | g My onitor | My Resenvation For PG
Welcome
How would you Iike to send us your print job™

I Web Priot  Send Emall Atiachment

Browse to a file on your device and send it to us.
Maximum slowed fle size: 100 M8 ) Supported fle types

Seloct files.

Coment amiibines : Bisck & Whis, Two-Sidsd, 1

[ERTNYEUd  Rocont Transactions

Your balance Is $348.62 @

Document Name 3 Auributes

Printng Dema.pdt

Total cust of unreleased jobs $3 10

SelectAll  DasskactAll Changs Job Attributes PrintNow  Dlate

Pawered by Monilor

SUBMITTING A PRINT JOB
Click “Select Files” to upload your document.

G wgou @ weort [ soocaroom W nonior onine orgerng | 3L 1y wonitor | My Reservation For PC

Welcome
How WOUId You [1ke to $8Nd US your print job?
EPIER Web Print  Send Email Aachment

Browse to a file on your device and send it to us.
Masimum atowed fl size: 100 18 € Supponed e types

B \mite, Two Sided, 1 Copy,  Change

EEETEN  Rocont Transactions

our balance is $348.52 )
Document Name Adtibutes Status Cost
enanymous-512 pag a wnte One S| opy Walling fo reiease 010
Printing Demo pot 1 - cony wating fr reiease

Priing Demo.pat

Printing Demmo.pot

Total cost of unreleased Jabs 83 10

SeloctAll  DasakactAl Changs Job Attributes PrintNow  Delate

[ —

Once uploaded and processing completes, you can select your document which will enable the
buttons at the bottom of the screen to allow additional functionality.
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@ togout |fwebprint [l SookaRoom W nonitor miine Ondering | g My onitor | My Resenvation For PG
Welcome

How would you Iike to send us your print job?

I Web Priot  Send Emall Atiachment

Browse to a file on your device and send it to us.

Maximum slowed fle size: 100 M8 ) Supported fle types

Seloct files.
Cunent attributes : Color. One-Siéed, 1 Copy, nul  Change

Cumront Activity

Your balance Is $348.62 @

Ad, Block & Wik One-Sided, 1 Capy Wallng for release

Printing Demo.pdt a4, Colr, dad,

Printng Dema.pdt 1 A4, Color, One-Sided,

Total cust of selecied jobs 0 10
Selct Al Desslect Al Change Job Atributes [ Primt Now | m

Pawered by Monilor

Click “Change Job Attributes” to set different settings for the already uploaded document.

G wgou |fweornt [ soocaroom W wonior oniine orgenng | §1 wy wonitor | I My Resenvation For PC
Welcome
How WouIa You IIKe to 38d U3 your print joo?

EIER Web Print  Send Email Atiachment

Browse to a file on your device and send it to us
Masimum atowed fle sze: 100 188 Supponed e types

Soloc filss...

Curment attributes : Color. One-Sided, 1 Copy null  Change

Current Activity

Documents:
Color Your balancs Is $348.52 )

Document Name Format Attibutes Cost
Dofaut Page Size

Prining Demo pot Number of o 1 P o Wating fr reiease

Prining Demo pot Pages (1269, 1 E wating tr reiease

Prming Demo pot Wanng tor reiease

Toal cas! of selected jaba S0 10
SoloctAll  Desoloct A == m

Poweraa by Monilor

Once complete you can release your print job at any of the copiers at any of the library branches
within the same council.
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Copyright © 2019 Monitor Business Machines Ltd

The software contains proprietary information of Monitor Business Machines Ltd. It is provided under a
license agreement containing restrictions on use and disclosure and is also protected by copyright law.
Reverse engineering of the software is prohibited.

Information in this document is subject to change without notice.

Companies, names, and data used in examples herein are fictitious unless otherwise noted.

No part of this document may be reproduced or transmitted in any form or by any means, electronic or
mechanical, for any purpose, without the express written permission of Monitor Business Machines Ltd.
All rights reserved.

No part of this work may be reproduced in any form or by any means - graphic, electronic, or mechanical,
including photocopying, recording, taping, or information storage and retrieval systems - without the
written permission of the publisher.

While every precaution has been taken in the preparation of this document, the publisher and the author
assume no responsibility for errors or omissions, or for damages resulting from the use of information
contained in this document or from the use of programs and source code that may accompany it. In no
event shall the publisher and the author be liable for any loss of profit or any other commercial damage
caused or alleged to have been caused directly or indirectly by this document.

Monitor Business Machines Ltd.
31a Normanby Road,

Mt Eden, Auckland 1024,
NEWZEALAND

The Monitor Logo and Supervisor™ are registered trademarks of Monitor Business Machines Ltd.
Any other products that are referred to in this document may be either trademarks and/or registered
trademarks of the respective owners. The publisher and the author make no claim to these trademarks.

Independently published on 16/07/2019 by:

Monitor Business Machines NSW Australia Ltd.
Suite 43, 7 Narabang Way

Belrose, New South Wales 2085,

AUSTRALIA

For Sales and Support contact:

Phone: 1300 766 611
.MON ITOR Email: support@monitorbm.com.au

Helpdesk: help.monitorbm.com.au
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