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Welcome to Papercut! Papercut is DUSON new print management software. In this document,
we will provide instructions on how to use the printer device for copying, scanning and faxing.

Copy, Scan and Fax

Below are instructions to use with all copier/printer devices throughout DUSON without having
to memorize a special copy code. In Papercut, users will login into the device with your Duke
Unique ID.  Your Duke Unique ID is located on the back of your Duke ID Card.

The Issue Number
€

DukeCard O‘

iversity, Durtfam, Morth Carolina 2TT08. Retum guaranteed

Follow these steps for copying, scanning, or faxing on the printer devices.

1) Login by selecting: ID Number
-]
PaperCutMF
e loome

Helcome.

To continue, select the login method.

‘ Username and Password l

T
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2) Select the Blank box, enter in your Duke Unique ID, then press Log In.

PaperCutMF_

Enter 10 Number

10 Number

3) Press OK, to confirm the information on the screen.

PaperCutMF

Device Access Approved

The device is now enabled. Press one of the function keys such as "Copy” or 'Scamner’ to

begin.
User: Denise Williams, M.B.A. (cwi)
Account Perscnal account
Balance: (unrestricted)
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4) Once logged into the device you will see the following screen

7]
PaperCutMF Log out

Print jobs pendirg: 0

L]

et

Print release Device functions Scan

e Print release is to release held print jobs

PaperCutMFp

Held Print Jobs

There are no print Jobs awalting release.

PaperCut WF v6.0.3
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e Device functions button will take you to copy, fax and scan screens
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e Scan button is for the scanning documents to yourself.

-]
PaperCutMF
Scan to My Email
Account: Personal account Balance: (unrestricted)
To crm9@duke .edu Color PDF
1-sided
Letter Portrait
\ Sub ject l Your scan (Scan to Wy Email) | 330 [e];1 ortra!
‘ Fi lenane l Scan_cm_2018-01-26-09-33-41 | itz

5) Remember to Log Out when Done, by selecting the Log out button
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