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BUCKINGHAMSHIRE Service Desk
NEW UNIVERSITY IT@bucks.ac.uk

EST. 1891 01494-605000

How to use the G4 Plotter

The two large format printers can print document in AO, A1 & A2 sizes.

To print, you must ensure your account has the relevant funds available
to release a print job. Pricing for print jobs can be found in our library

page.

Your printing account can be managed by logging into
https://myprint.bucks.ac.uk

NOTE: Documents sent to the plotter must be in the PDF format and not
include the words Poster or Presentation in the file title.

1) When ready to send your PDF document to the plotter, click
File>Print and ensure the G4 Plotter printer is selected. Click

PrOﬁerties to set the ﬁaﬁer size.

Printe] | \\buchwysn0578\G-Plotter | v Advanced Help @
Copies: |1 = [ Printin grayscale (black and white) [ save ink/toner @

Pages to Print Scale: 195%

® All Current Pages |1 16.54 % 23.39 Inches

» More Options a bucks oy

Page Sizing & Handling (1)

Size Poster Multiple Booklet
(@ Fit () Actual size
(O Shrink oversized pages (O Custom Scale: 100 %

[[] Choose paper source by PDF page size

Orientation:
® Auto () Portrait () Landsca pe

Comments & Forms

Document and Markups ~ || Summarize Comments
Page 1 of 1

Page Setup... Print Cancel
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2) Choose the required document size, then click OK.

-,

Vbuchwvsne05784G4-Plotter Properties

Paper/Quality | ayout/Output  Color  Job Storage  Services  Advanced
Quick sets;

Factory defaults w

Paper Options

Document size: 594,00 x 420,00 rmm
I | cson |
Margins/Cutter: | Settings... |

Layout Options: Use application settings, Horizontal
cutter

3) Click the Print option, your document is now ready to be released
from the plotter on the 4" floor.

4) Once at the printing areas, you will see a touch screen, please tap
your ID card on the card reader. Highlight the required job and
your document will be released.

Please allow some time for the document to print (depending on
size/quality).
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