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Cal Poly Art and Design
Lab Printing Credit: PURCHASING

How to purchase print credit to use for Art and Design Dept. lab printing.

Written By: Art Tech

CLA ART & DESIGN PRINT CREDIT $10

$10.00

Print credit for PaperCut print system used from Art &
Design Department lab computers. Please forward a
copy of your email receipt to: artprinting@calpoly.edu
to have the credit applied to your Art & Design printing
account.

* Quantity

Minimum 1 | Maximum 20
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INTRODUCTION

This guide will show you how to purchase credit use to print to Art & Design lab printers. Follow
these steps to:

1. Navigate to the Payment Portal
2. Select Art Print Credit and check out
3. Forward your email receipt to artprinting@calpoly.edu to complete the process.

Where can students print? Printers setup for students and that can use the credit on the PaperCut
system are located in:

o Computer Lab - Room 151
« Resource Center - Room 160A
« Photo Lab - Room 222

« Graphic Design Student Collaboration Area - Room 159B
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Step 1 — Navigate to the Payment Portal

R e Log into the MyCalPoly portal with
Personal Info Library Staff and Faculty Training cms ASI COVID-19 Info .
your Cal Poly credentials.

Important Financial @ options- Account Summary & options~
Dates

Refresh

e Click on the Money Matters Tab,
R & e s Sai08 and then click the Make A Payment

a Registration-related Dates
Summer Quarter 2022

Registration Opens 04/25/2022

Housing $0.00
Fall Quarter 2022 Dining $0.00 NOW bUtton .
Registration Opens 05/19/2022 TOTAL $0.00

@ You will be taken to the Overview
m e Registration and Tuition Fees are charged per quarter. Housing & Dining fees are charged annually. page

Extended Education administers many
graduate and off campus programs.
Registration dates and deadlines vary by
class and program. Please visit the Extended
Ed website for additional information. Self Service
Use the following links to access important information and forms
+ Authorize to Release (FERPA)
Campus Express or Options+ « Direct Deposit for Refunds
Community Dining Plan « Refund Request
+ Form 1098-T Tuition Statement

« View Unpaid Charges
Go to My Account or Place « View Account Activity
Order
For more info view HOW & WHEN TO PAY.

Step 2 — Navigate to Store area

carpory  Overview e Click the Make A Payment Link in
Ay Acount Q Your Account Info the |eft COIUmn-

California Polytechnic State Univ. San Luis Obispo
(@) You will taken to the Make a
29 Make a Payment
—— N —— Payment page.

There is no balance due.

 ©

(D) Activity Details

Summary

(2) Help

> signout

Available items

PULSE Music Fees General Payments
Pulse Seminar & Consult

2 B
TR

Do you want
help paying?

Do you know someone that would
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https://my.calpoly.edu/cas/login

Lab Printing Credit: PURCHASING

Step 3 — Navigate to Second Store Page

& caLpory

Make a Payment

Available items

PULSE

Pulse Seminar & Consult

View category

View cate gory,

General Payments

View cate; gory.

Library Payments

View category,

Kinesiology

View catey

gory.

Office of the Registrar

liew category

View all items

eeeeeee

GeneraiPayments. Ubrary Payments

By vateapamen
] wvailable items

CLA Art & Design Print Credit

Items.

CLA ART & DESIGN PRINT CREDIT
$10

$10.00

Guide ID: 2 - Draft: 2022-06-21

@ Click the View all items button in
the lower right area of the page.

@ You will be taken to the Available
Items page.

¥ Item details

CLA ART & DESIGN PRINT CREDIT $10
$10.00

((((((

e Click on the CLA Art & Design Print Credit button at the bottom of the page.

e Click on the View Details button to finalize the purchase.

e Select the Quantity of print credits, and click Add to Payment at the bottom right.

e Follow the on-screen instructions to submit payment and complete the transaction.

@ You can select multiple cards, up to a maximum of 20 per transaction. It is wise to buy 2 or more

print credits at a time if you know you have multiple projects to print.
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Step 5 — Forward Email Receipt to Complete Process

-~ Forwarded message ----——--
From: <universitycashier@calpoly.edu>
Date: Fri, Sep 30, 2016 at 2:19 PM
Subject: Thank you for your payment

To: youremail@calpoly.edu

Receipt Number: 1685482

Customer: LASTNAME,FIRSTNAME
WEB

Current Date: 09/30/2016

Business Date: 09/30/2016

Forward to this address]

Description Amount

3 CLA ART & DES| RINT CREDIT 810 £30.00
Print credit for it print system used from Art & Design Department lab computers.
to: artprinting@calpoly.edu to have the credit applied to your Art & Design printing account.

Please forward a copy of your email receipt

Convenience Fee $0.82
Total $30.82

Payments Received Amount

Smartpay $30.00
Visa XOOO0O0XXXXXX1234
Authorization # 123456

Smartpay $0.82
Visa XOOOOOOCKXXX 1234
Authorization # 1234567

Total §30.82
Thank you for your payment.

Go to hitps://my.calpoly.edu
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e An automated email receipt will be
sent to your calpoly email account.
Forward the email receipt to:
artprinting@calpoly.edu

@ Once the forwarded receipt has
been received, the value will be
added directly to your PaperCut
account by a tech. Log into any Art
& Design lab machine and your
balance will be displayed.

(@) To confirm your receipt has been
received, you will receive an
automated reply from:
artprinting@calpoly.edu

/N Human interaction is required for to
apply the credit. You can buy credit
and forward the receipt at any time,
but the printing credit won't hit your
account (and be available for use)
until an Art Dept staff member has
checked the email account and
posted the values to PaperCut...
during normal School hours
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