
Papercut Web Portal 
 

1) Navigate to the website papercut.pcom.edu 
 

 
 
 
 
 
2) Use your 
PCOM 
username and 
password (it 
should be the 
same as your 
computer 
login or 
wireless 
account). 

 
 
 
 
 
Once logged 
into Papercut 
it should take 
you to the 
summary 
screen. The 
summary 
screen allows 
you to see 
their balance 
and printing 
statistics on 
one page. 

 



Select the 
“Web Print” 
option. Then 
select the 
“Submit a Job” 
option.  

 
 
 
You will have 
the choice to 
send the print 
job to a Virtual 
Q (where it 
will be release 
by card 
swipe), or 
send it directly 
to a printer 
(where the 
print job will 
directly print 
out). 

 



 
 
In this 
scenario we 
will choose 
the Virtual q. 
Then select 
“Print Options 
and Account 
Selection.” 
 

 
 
Change to the 
desired 
number of 
copies. Then 
select “Upload 
Documents.” 

 



In order to 
upload a file 
just “drag and 
drop” the file 
into the “Drag 
files here” 
area. 
 
You can also 
select “upload 
from 
computer” 
and manually 
search for the 
file location 
and select 
“open.” 

 
 
 
Once the file is 
uploaded, it 
will show the 
files uploaded 
on the screen. 
Then select 
“upload & 
complete.” 
 

 



  
 
The “web 
Print” page 
will show a 
successful 
upload and 
status of the 
print job. Now 
the print job 
can be 
released by 
card swipe. If 
the customer 
decides to 
release from 
the computer 
see next step. 

 
 
If the “Web 
Print” page is 
refreshed. It 
will give the 
option to 
select “Held in 
Queue” if the 
option is 
selected it will 
take you to 
the “Jobs 
Pending 
Release” Tab 
to release the 
print job. 

 
 


