
Student Printing with PaperCut 

Students will now be given a balance for all printing done on campus.  Each student is allotted a 500 

sheet per year limit or $25.00 and will be charged per page after the limit has been reached.  PaperCut is 

used to manage all printing needs. 

1. After logging in to your student account, you will notice a small PaperCut window on your 

desktop.  This window shows your current printing balance.  Click Details… to open a web 

browser where you will log into your PaperCut account. 

 

2. A security warning should appear in your browser. 

 For Windows computers, click Continue to this website (not recommended). 

 

 For Mac computers, click Open. 

 

 Click I Understand the Risks then Add Exception. 

 

 Click Confirm Security Exception. 

 



3. Enter your Bucks username and password and click Log in to proceed to your PaperCut account. 

 

4. The main PaperCut window will show you a basic summary as well as more advanced options 

that are available on the left.  Click on any option to see a more detailed view. 

 

5. Transaction History will display any credits that have been added, completed printing jobs, or 

refunds issued to your account. 

 



6. Recent Print Jobs will display a full list of printing details including the date and time, printer, 

the number of pages, total cost, and the document name.  If you need to request a refund (due to 

a printer malfunction or other circumstances), you can do so by clicking request refund under 

Status. 

 

7. At the bottom of the Recent Print Jobs page, you can Export/Print a PDF, web page, or Excel 

file with all of your recent print transactions. 

 

8. When your PaperCut balance reaches $1.00, you will be given a warning message that your 

balance is low.  Visit the Add Credit area to add additional funds to your balance.  The 

dropdown menu will allow you to specify dollar amounts ranging from $2.00 to $10.00.  After 

selecting an amount, click the Add Value button. 

 



9. Payments for PaperCut will be processed using PayPal.  Your student email address will be 

entered automatically.  If you already have a PayPal account, you can sign in using that account.  

Otherwise you can use PayPal as a guest and choose to register for an account later. 

 

10. Printing Quota Increase will launch a separate form that you must fill out to request additional 

printing privileges. 

 


