Additional Print Funds for Student Workers and Special Academic Projects

The Office of Information Technology is pleased to announce a new feature in PaperCut that will allow direct print fund increases for student academic projects and student employee department work.
Remember, student printing funds are automatically replenished on the first of each month. 
If you are…
A faculty member whose students need to print a good deal of extra academic content:
1. Log in to the PaperCut web service at https://supapercut.stevenson.edu or click on the PaperCut balance windows on your computer
2. From the menu on the left, select “Transfers”
3. Enter the amount you wish to provide this student to complete their academic printing and copying (i.e., $30.00, $50.00)
4. Type the student’s USERNAME (the first part of their email address) in the “Transfer to user” field
5. Add a comment indicating the reason for the transfer (i.e., “Added $30.00 for portfolio printing.”)
6. Click the “Transfer” button to transfer the funds.
7. Click the “Transaction History” on the left menu for a review of your transaction history.
A manager overseeing student employees:
1. Log in to the PaperCut web service at https://supapercut.stevenson.edu or click on the PaperCut balance windows on your computer
2. From the menu on the left, select “Transfers”
3. Enter the amount you wish to provide your student employee to complete the printing and copying assigned to them for the department (i.e., $30.00, $50.00, $100.00)
4. Type the student’s USERNAME (the first part of their email address) in the “Transfer to user” field
5. Add a comment indicating the reason for the transfer (i.e., $50.00 added for photocopying of Pajama Party flyers for resident halls.)
6. Click the “Transfer” button to transfer the funds.
7. [bookmark: _GoBack]Click the “Transaction History” on the left menu for a review of your transaction history.
If you ever notice any unauthorized transaction entries, please notify the Helpdesk for us to review the issue.
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