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8. Put money into the slots on the side of the machine to credit your account (no change will be given)

9. End by touching the Log Off  button on the left of the screen.

Logging on to a computer 

All use of Library PCs is subject to terms and conditions in the OU Computing Code of Conduct 
1. Click on the button labelled click here to log on.

2. Click I Agree to confirm that you have read the OU Computing Code of Conduct and agree to abide by the outlined rules.
3. Click in the box labelled logon ID and scan the barcode on your library card.  Click in the box labelled password.

4. Enter your password and click OK.

When you have finished using the PC, please ensure you log off by:

· Clicking the Start icon at the bottom left hand corner of the screen.
· Then select Shut Down.
· Select Log off pc control and then click OK.
It is your responsibility to ensure that you keep your library ticket and password safe and log off from your account after use.
Using the printers

1. Click the print icon of the software package you are using.

2. When prompted, click OK to proceed with your printing.

3. A message will appear to confirm which printer you should collect your printed document from.  The location of the printer will depend on your location in the library. 

Printer
 



Location of printer

Ground Floor Printer


Ground Floor Print and Copy room

First Floor Printer


First Floor Information point

Second Floor Printer


Second Floor Information point

Please note that all printers are automatically set to double sided (duplex) printing. You can change to single sided printing by:
· clicking on File, then selecting Print
· select Paper 
· under Duplex select None
Using the photocopiers

To begin your photocopying, you need to log in to the black PC that has the same number as the photocopier you wish to use.

1. Click in the Logon ID box.

2. Scan or type in your barcode using the barcode reader. Remember to press the button on the underside of the reader to activate the scanning.

3. Click within the password box and type your password.

4. Click the Log on button to proceed.

5. A message will then appear to inform you that the photocopier is being enabled for your use, this will take a few seconds.

6. Place your document in the photocopier and press the green button to begin photocopying.

7. When you have finished copying click the Stop Copying button on the PC screen.

If you need any assistance please contact a member of Library staff at the Customer Services desk.
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How to use the PCs


To use the library PCs for the first time, you need to register with the Library and be issued with a library card and a password. The PCs are for educational use only and there is no charge for using them. Your card and password will then allow you to access the PCs, and pay for printing and photocopying. For further information or to register with the Library please visit the Customer Services.





Charging your Library account


You will need to use your Library card to pay for any printing and copying and you do this by adding credit to your account.  To credit your account go to the console (large blue floor standing machine) in the Print/Copy room on the ground floor. 


Touch the screen to activate the console.


Touch the keyboard symbol on the top right of the screen to bring up the virtual keyboard.


Using the attached scanner, scan the barcode on your library card into the Log on ID box.  This can be done by placing the barcode reader directly over the barcode and pressing the button on the underside of the reader. Alternatively you may type in the number on your library card (without any spaces). 


Touch the password box.


Type your password using the virtual keyboard.


Press Enter on the virtual keyboard.


Touch the Transfer Funds button.
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Using library PCs, printers and photocopiers for personal study








































































































