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1. Open a browser from any computer connected to the
UWI_MONA domain

2. and type the following url in the address bar:

() mps-app-sne9197 fadmin

Find on page = 301 No results < >  Options v X

ME 1191

Welcome to the Enterprise Print Management Portal for
Managed Print Services at the University of the West Indies,
Mona Campus.

Username

Password

@ English v

P aperCut MF Print Mana; to University of the West In:
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3. Enter your UWI credentials; i.e login and password you use to gain
access to your desktop computer / email

o
PaperCut.
Welcome to the Enterprise Print Management Portal for

Managed Print Services at the University of the West Indies,
Mona Campus.

Username 10037791

Password o----------|

@ English v

Would you like to save your password for mps-app-srv?
. Yes Mever et
More info

N.B. IF THE MESSAGE BELOW APPEARS, REQUESTING THAT THE PASSWORD IS SAVED IN THE BROWSER,
ALWAYS CLICK “NEVER” . CLICKING THE “YES” COMMAND BOX WILL COMPROMISE YOUR SECURITY
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4. Enter the Id # of the patron whose print balance is to be adjusted
in the box labelled “Quick Find”. N.B You may use your barcode
scanner for convenience if one is in place

Filter off o

& = O @ @ mps-app-srv.

Find onpage 301

- jsers r Lis
e
User List Actions (4)

Options ~ >

Filter off |

USERNAME FULL NAME BALANCE
$0.00 Yes 0 0
$145.00 Yes 0 0
$15.00 Yes 0 0
$70.00 Yes 0 0
$0.00 Yes 0 0
$100.00 Yes 0 0
$0.00 Yes 0 0
$0.00 Yes 0 0
$200.00 Yes 0 0
$0.00 Yes 0 0
$260.00 Yes 0 0
$0.00 Yes 0 0
$0.00 Yes 0 0
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5. Select the user from the results that are displayed

6.

Enter the amount of money to be added in the “Adjustment to apply”

textbox '

Users User List User Details ® 10037791 v

Details Adjustments & Charges Transaction History Job Log

Transaction Details

Enter the adjustment amount to apply to this account. Current balance

A negative value subtracts from the account (a 50.00
deduction). Comments will appear in the transaction

list and are used to track the reason for the Adjustment to apply
adjustment. $0.00
Comment

Apply

7. Click the “Apply” Checkbox.

N.B. The current balance will be incremented by the amount entered above in the
“Adjustment to Apply” textbox.
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