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Printing for Faculty & Staff






Printing in Offices
Most departments/units have one or more multifunction devices (MFDs) in work areas for faculty and staff printing, copying and scanning needs.
For help with connecting your computer to an MFD in your work location, contact your department's IT Support Staff or the IT Customer Service Center at itcsc@ku.edu or 785-864-8080.
Cost
Printing and copying costs are paid for by departments/units through the budget process.

Public Printing Locations
Faculty can print, copy and scan using multifunction devices (MFDs) in computer labs and KU Libraries locations across the Lawrence and Edwards campuses. Using campus MFDs requires log in with your KU Online ID and password.
Express Printing
Express or Quick Print workstations allow users to print quickly from a USB drive, email attachment or web storage without logging in to the computer. Users must log in using their KU Online ID and password when prompted, and their KU card must have sufficient funds to print. Use of the Express Print station is limited to a maximum of five minutes per session.
Express printing is available in the following locations: Anschutz Library; Watson Library; BEST Open Computing Lab (Edwards); Regents Center "Hawks Nest" (Edwards); Murphy Art & Architecture Library; and Spahr Engineering Library.
Print from Anywhere
Print from Anywhere allows you to print from your personal computer, laptop or mobile devices to multifunction printers located in computer labs, libraries and other campus locations.
Cost
Scanning is free, and scanned documents can be saved to a thumb drive or sent to your KU email address. Printing and copying costs are $0.08 per page for black and white and $0.48 for color.
You will need available funds in your Beak 'Em Bucks account connected to your KU Card to print. When you log in to a campus computer, you will see the amount of printing funds available. Be sure to log off the computers when you are done so that others cannot use your account to print.
Checking Your Printing Balance
Log in to the MyPrint website with your KU Online ID and password to check your printing and copying balance.
 


Refunds for Public Printing Locations

Click to expandRefunds will be granted only for physical issues with a print job, for example: paper jamming/tearing during printing, toner running out, or other printing issues that may occur due to the print system. Refunds will not be granted for print jobs that were mistakenly printed, incorrectly formatted, or were not intended to be printed by the student.
To Request a Refund
	Go to the MyPrint website, locate your document, and click the Refund button.
	Contact a staff member in your printing/copying location and provide the damaged documents for approval of your refund.

If approved, the refund amount will be added to your KU Print account. The next time you print, funds will be taken from this account before using the funds associated with your Beak Em' Bucks account.










Need Help?
In a Department/Unit
Contact your department's IT Support Staff for help with printing issues, including connecting an MFD to your computer.
In a Computer Lab 
For printer support, please begin by requesting assistance directly in the computer lab where you are experiencing difficulty.
Additional Support
Additional support is available through the KU Information Technology Customer Service Center at itcsc@ku.edu or 785-864-8080.
Self-service
Additional information and step-by-step guides are available on the How To KU website and in the KU IT Knowledge Base.
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