User Instruction

Botany Print Service - use the HP printer from a Windows Computer

Prepared by:
Botany IT
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Pre-Installation

Pre-check List

[

Network Connection:

To print to the HP printer, you need connect to a UBC network. This includes any UBC building local area
network, ubcsecure wireless network and ubcprivate wireless network. If you are connected to a non-UBC
network, you can turn on UBC myVPN, and then you will be able to print.

Please check https://it.ubc.ca/services/email-voice-internet/myvpn for more details about UBC myVPN

connection.
Supported Windows Operating System Versions: Windows 7/ 8/8.1/10

Help with finding your version: http://windows.microsoft.com/en-ca/windows/which-operating-system

CWL Account registration and speedchart association

To use any of the four Ricoh multi-functional printers, you will need to have your CWL account registered with
our PaperCut print/copy management system, and have at least one speedchart associated with your account.
To streamline the process, starting on Dec 15, 2017, we will follow the new guideline for managing user
accounts and speedcharts.

1. Botany IT staff will only accept requests directly from the managing administrator for adding/removing
of speedchart(s).

2. Botany IT staff will only accept requests directly from the research grant holder (Pl) for provision/de-
provision of user account accessing a research speedchart.

3. Botany IT staff will only accept requests directly from the managing administrator for provision/de-
provision of user account accessing a non-research speedchart.

If you need to print/copy using a research grant speedchart, please ask the grant holder to send the request to
helpdesk@botany.ubc.ca with your CWL username and the speedchart code. If you need to print/copy using a
non-research speedchart (such as a speedchart for a biology course), please ask the managing administrator of
the speedchart to send the request to helpdesk@botany.ubc.ca with your CWL username and the speedchart

code. If you are not sure who the managing administrator of the speedchart is, please contact both the Botany

administrator and the Zoology administrator for your request.

HP printer location

Cost

Biodiversity Research Centre —room 229

7 cents per page for black and white print out (only black and white is available at this printer)

Reference: https://it.botany.ubc.ca/it-services-and-resources/print-service/
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Installation

Overview

The installation requires you to perform the following operations:

1. Download and install PaperCut Client App.
2. Add the HP printer(s) as shared printer(s).
3. Test the printer(s).

Note: If you are using Windows 7 or newer operating system, the driver for the HP M630 printer will be automatically
downloaded and installed when you add it as a shared printer. We don’t provide support for Windows Vista or older OS
anymore.

Download and Install PaperCut Client App

1. Open a web browser of your choice, such as Safari, FireFox, or Chrome.

2. Go to https://it.botany.ubc.ca/it-services-and-resources/print-service/ and scroll to the bottom of the page
where it says “Download Links”.

3. Click on the first link (http://download.botany.ubc.ca/print_service/Windows PCClient Installation Files.zip),
this should start the download.

4. Openly the newly downloaded folder and at the top of the under the “Compressed Folder Tools” tab, press
“Extract All”.

g1 [l =1 Extract Windows_PCClient_Installztion_Files - O *
Home Share View Compressed Folder Tools o
Document E Wark-learn-training
nt-mac win
Contents Printer Drivers
Extract To
« v A <« Packages » Microsoft.MicrosoftEdge_Swekyb3d8bbwe » TempState » Downloads » Windows_PCClient_Installation_Files v & Search Windows_PCClient_Ins... @
~
Mame Type Compressed size Password ... Size Ratio Date modified
» 3 Quick access
Gadgets File folder
@ OneDrive lib File folder
« [ This PC runtime File folder
X [#] client-local-install Application 493 KB Mo 5T0KB  13%
J 3D Objects X K X B o .
| | config.properties PROPERTIES File 4KE No SKB 65%
I Desktop [ config.properties.tmpl TMPL File 4KB Mo 9KB 65%
= Documents [5 pe-client Application 130KE Mo 352KB  64%
& Downloads || pc-clientlap LAP File 1TKE No TKB  46%
J’) Music [ pe-client-java Application 130KE Mo 352 KB 64%
| Pictures || pe-client-java.lap LAP File 1KB No 1TKB 37%



http://download.botany.ubc.ca/print_service/Windows_PCClient_Installation_Files.zip

When a window pops up, check the box to “show extracted files when complete” and then press extract.

X

i Bxtract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

ye_8welyb3d3bbwe\ TempState\Downloads\Windows_PCClient_Installation_Files|

Browse...

Show extracted files when complete

Cancel

5. Once the extracted files are finished extracting, a new window will open. Run the “client-local-install.exe”
installation file by double clicking it.

[+ = Manage ‘Windows_PCClient_Installation_Files - O x
Home Share View Application Tools e
-} & cut B x __Il T New item - \ﬂ [5E]Open - Hselectall
5
'—] —J w.| Copy path « —f_'|Easyaccess' Edit Select none
Pinto Quick Copy Paste Move Copy Delete Rename Mew Properties .
access #| Paste shortcut tor tow - folder - & History EF‘Invertselectlon
Clipboard Organize New Open Select
+ <« Packages » Microsoft.MicrosoftEdge_8wekyb3d8bbwe » TempState » Downloads » Windows_PCClient_Installation_Files L] Search Windows_PCClient_Ins... 0
MName Date modified Type Size
5t Quick access
Gadgets File folder
@& OneDrive lib File folder
I This pC runtime File folder
ﬁl client-local-install Application
§l 3D Objects . . .
| | config.properties PROPERTIES File
B Deskiop | | config.properties.tmpl TMPL File
=] Documents ' pe-client Application
; Downloads || pe-clientlap LAP File
Js Music ' pe-client-java Application
=1 Pictures | | pe-client-java.lap LAP File

6. Click “Yes” to the security prompt (Windows 7/8/10)

7. Follow the prompt messages and install the client. The basic procedure: and click “I Accept the Agreement” and
press next, click Next, Install (Local Install (For all users)), Install, Finish.

8. PaperCut client login window will pop out for the first time asking you to login, as shown below. Please enter
your UBC Campus Wide Login (CWL) username and password, check the box besides “Remember my identity”,

then click “OK” to close the pop out window for now. The PaperCut client app will prompt you to enter CWL
credentials again when you print to our Ricoh printers.

' Legin X

2 Login

' Your login credentials are required for printer access.

Please log in using your network username and password to confirm your identity.
Username: ||

Password:

Remember my identity

Cancel



9. If yousee an error of “Invalid username or password”, please try to enter your CWL ID and password again. If
you keep getting this error, you may not have your CWL account registered with the PaperCut system. Please
contact us at helpdesk@botany.ubc.ca to find out.

PaperCut MF - Error >

® Invalid username or password

Installing the Windows Components

Click the Windows button, then type “Control Panel”.

Click Control Panel to open it.

Click “Programs and Features”

Click “Turn Windows Features on or off”

Expand Print and Document Services and make sure LPR Port Monitor is checked.

ukhwnN e

Il Windows Features - o X

Turn Windows features on or off (7]

To turn a feature on, select its check box. To turn a feature off, clear its check
box. A filled box means that only part of the feature is turned on.

Microsoft Print to PDF ~
Microsoft XPS Document Writer
[]° MultiPoint Connector
= |E| Print and Document Services
Internet Printing Client
[J LPD Print Service
Remote Differential Compression API Support
Services for NFS
Simple TCPIP services (i.e. echo, daytime etc)
SMB 1.0/CIFS File Sharing Support
SMB Direct
Telnet Client
TFTP Client hd

[+

®
10”dO0O0OF

Installing the HP Print Driver
1. Go to https://support.hp.com/ca-en/drivers/selfservice/hp-laserjet-enterprise-mfp-m630-series/6771914.
2. Make sure to have the correct OS selected.
3. Download “HP LaserJet M630”.



mailto:helpdesk@botany.ubc.ca
https://support.hp.com/ca-en/drivers/selfservice/hp-laserjet-enterprise-mfp-m630-series/6771914

Software and drivers for
HP LaserJet Enterprise MFP M630 series

Choose a different product series
Detected operating systern: Big Windows 10 (64-bit) Choose a different 05

All drivers Filter By Importance

Openall Version F\lesiz;[ Release date

Driver-Product Installation Software (7)

Recommended

» HP LaserJet M630dn, M630f, M630  12.0.17285.167 135.5MB Mar 10, 2021 3 Download
h, M630hm Printer Full Software a

nd Drivers
Recommended

» HP LaserJet Flow M630z, and M63 12.0.17293.152 135.6 MB Mar 10, 2021 1 Download
Oh Printer Full Software and Driver
s

4. Following the HP LaserJet prompt is not required. Move on to the next step.

Add the HP printer(s) as shared printer(s)

1. Open Control Panel.
2. Click on “Devices and Printers”.
3. Click “Add a Printer”.

)

T @ » Control Panel » All Control Panel ltems » Devices and Printers »

Add a device Add a printer

~ Devices (7)

.. 7

Dell 2209WA DELL E2311H MSLIT-STEPHEN Optical USB Speakers (Real
Mouse High Definiti
Audio)

~ Multimedia Devices (1)

4. Click “Add a network, wireless or Bluetooth printer”, then click “Next”.



\_.j' @ Add Printer

What type of printer do you want to install?

= Add a local printer

Use this option only if you don't have a USE printer, (Windows automatically installs USE printers
when you plug them in.)

- Add a network, wireless or Bluetooth printer
Make sure that your computer is connected to the netwaork, or that your Bluetooth or wireless

printer is turned on.

Mext

|

5. Windows 7/8/10 users please click the “The printer that | want isn’t listed” as shown below.

[ Add a device

Select a device

Choose a device or printer to add to this PC

*

i f.’ MP620 series EST92EETI393

% Printer

i {" MPI7CCAEB (HP Laserlet P2055dn)
Printer

MNPISDBETE9 (HP Color Laserlet
‘ /r CP3525)

% Printer

MPI134085F (HP Color LaserJet
v CP2025dn)
< Printer

i {" MPIBDA3ED (HP Laserlet P2055dn)
Printer

MPIS00BTT (HP Color Laser)et
' (r CP2025dn)

% Primter

The printer that | want isn't listed

Cancel




6. Select “Add a local printer or network printer with manual settings”.

=% Add Printer

Find a printer by other options

(O My printer is a little older. Help me find it.
(O Select a shared printer by name

Browse...

Example: \\computername\printername or
http://computername/printers/printername/.printer

(O Add a printer using a TCP/IP address or hostname
Add a Bluetooth, wireless or network discoverable printer
p!

(® Add a local printer or network printer with manual settings

7. Select "Create a new port", under "Type of port" choose LPR port. Click Next.
€ =/ Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a
printer.

O Use an existing port: LPT1: (Printer Port)

@ Create a new port:

Type of port: LPR Port M

8. Enter the following information:
Name or address of server providing lpd: bota-sprnpl.ead.ubc.ca
Name of the printer or print queue on that server: biodiversity229



9. Select the printer driver “HP” under Manufacturer and “HP LaserJet MPF M630 PCL 6” on the right.

X
€ =/ Add Printer

Install the printer driver

<= Choose your printer from the list. Click Windows Update to see more models.
==

To install the driver from an installation CD, click Have Disk.

Manufacturer ~ || Printers

Gestetner o HP LaserJet Flow MFP M630 PCL 6

HP P Laseriet MFP M630 PCL 6]

infotec

LANIER

Microsoft .

) This driver is digitally signed. Windows Update Have Disk...

Tell me why driver signing is important

Next Cancel

10. Type the printer name you are connecting to: Biodiversity229. Or type the virtual hold/release printer Biodiv-
holdrelease for you to print confidential documents. Note: the virtual Biodiv-holdrelease only work with the HP
M630 printer. To use the virtual holdrelease printer on any of the four Ricoh printers, you add the holdrelease

printer (by typing holdrelease in the “Type the printer name you are connecting to field”, then you can release
your print jobs to any of the four Ricoh printers.

11. Select "Do not share this printer" and click Next.
12. Click Finish or print a test page.

%/ Add Printer

You've successfully added Biodiversity229

To check if your printer is working properly, or to see troubleshooting information for the
printer, print a test page.

Print a test page

Finish Cancel

10



13. You will now have a printer called “Biodiversity229” or “Biodiv-holdrelease”, as shown below.

biodiversity229 biodiv-holdreleas

an gon
bota-sprnp1.ead. bota-sprnpl.ead.
ubc.ca

ubc.ca

Test the Printer(s)
1. Open any document or web page
2. Choose to print like you would normally do
3. Select one of the HP printers (Biodiversity229 or Biodiv-holdrelease)
4. Here you are able to change and/or save your Printing Preferences, such as 2 sided printing, staple/hole punch,

=
General
Select Printer
M Microsoft Print to PDF M Send Te OneNote 16
= Microsoft XP5 Document Writer F=iSend To OneMote 2013
Tl MISI DRINT on t sl iibe £a
8 Printing Preferences X
<
gt Fregquenty Used Settings Detailed Settings  Configuration/About
L One Click Preset List:
Col Current Setting ne Clex Preset st = Job Type:
(2| Normal Print ~ Details. ..
Paf -
O . Document Size: Orientation
Letter (8.57x 117 v @ Partrait
1 sided . D
Print On: ) Landscape
Same as Original Size v
1"2_' Paper Type: Input Tray:
(T |Plain & Recyded ~ Auto Tray Select ~
20n 1 (2 sided)
N - Layout:
ocument Size: o
Letter (8.5 117 =l [BE v|p® off
Print On: |
Same as Original Size =| 2 sided:
Reduce Enlarge: )3 Long Edge Bind(Open toLeftfTop)
Fit to Print Size B &W (2 sided)
@ off
Settings Summary -
Unregistered v
Expand list >> Color/ Black and White: Copies:(1 to 999)
Register Current Settings. .. @ 1 -
Manage... @@ Color ~ -
Cancel Felp

5. If you print from Chrome or Adobe, we recommend using the “Print using system dialog” feature to view all of
the available copier features, as shown below.
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B Ricoh-C6004-Multifunct X ' [ Protected: Adriana Suars X

“— () | @ it-botany.sites.olt.ubc.ca/files/2016/11/Ricoh-CE004-Multifunction-Printer-Setup-Documents. pdf T

Print

Total: 5 sheets of paper (9 pages)
e JEE0

L%J Canon MF4800 Series U...

Ricoh C6004 Multifunction Printer Setup Documents

driver. -download

Destination

| Change...

Pages = Al

Copies 1

Paper size Letter -
Options [ Fit to page

[ Two-sided

Print using system dialeg... (Ctri+Shift+P)

6. Once print options are chosen, you may print your document. After clicking “Print”, you will see a dialog pop-u
within a few seconds, depending on the network speed and age of your PC.

B Login % |

Login papercut.com
' Your login credentials are required for printer access.

Username: |your owl |

Password: |................. |

Remember: [Unh’l 1 logout - ]

This is the login for PaperCut to authenticate and identify who you are. Enter your CWL username in the
username field and your CWL password in the password field. You may choose the option for how long the
system shall remember your CWL credentials. Select the option in the “Remember” field by clicking the drop
down arrow.

7. Successful authentication will bring up a Print Job Notification pop-up. It shows the document name you are
printing, which printer is the print job sent to, the number of pages of the document and the cost of the print
job. Select the account/speedchart you want for the print job by clicking the drop down arrow at the “Account
field. Then click “Print”.

If you printed to any of the HP printers, you can now walk over to it and pick up your printouts.

p

4
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' Print Job Motification b

- Print Job Notification Papercut.com

r Confirm the print and select the print action

Print job details
Document name |Microsoft Word - HP_Mac_Print_Quickstart_Guide_Oct17_2017

Printer |bota-sprnp1ibiodiversity229

Pages lZl (Grayscale) Cost §1.47

Print job actions
(®) Charge to shared account
Account | Botany\CMOC - Botany IT e

[ ] Apply to all documents in queus (Jobs: 1) Cancel

Note: steps below are only applicable if you print to the biodiv-holdrelease virtual printer.

8. If you print to the biodiv-holdrelease virtual printer, an ATTENTION pop-up will show. Depends on your
operating system, you may see one of the three types of ATTENTION pop-ups as shown below.
You need to walk over to the HP printer, login by tapping your UBC Card/entering your CWL ID & password,
then release your print job. (This machines does not accept employee numbers)

[ ] PaperCut MF - Message
ATTENTION
4’
‘ Your document has been held in a queue.
r Before the document will be printed, you will need to log into the web interface provided or a release station and release your document.

Message
ATTENTION

Your document has 1heldin a

PaperCut MF
ATTENTION

Your document has

Note: All print jobs to the biodiv-holdrelease virtual printer will be held for 24 hours then cleared from the
system. If you forgot to release your print job at the HP printer within 24 hours, you will have to print your
document again. For details about how to login to our HP printers, please read the HP Copy/Scan Quick Start
Guide.

13
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9. Once you login to the HP printer, you will see the first screen as shown below. Please click on the “Print Release”
button.

10. If you touch the “Print release” button in step above, you will see the second screen with a list of print jobs held
under your account. You need touch the check box in front of the job to select it (circle 1), then you can either
print the selected job(s) (circle 2), or delete the selected job(s) (circle 3).

14



11. At the end, please pickup your printouts, then touch the “Sign out” button.

15
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