
 

  

Learning Centre 

Guide 3  

Using the 
Printers/Photocopier in 

the Learning Centre 

The Learning Centre 

2nd Floor, Bridgewater House 

Learning Centre Website: 

http://intolearningcentre.co.uk 

E-mail: manchester.lrc@into.uk.com 

Telephone: 0161 631 12 22 

 

Opening Hours: 

Monday:  8.45am - 6.30pm (18:30) 
Tuesday: 8.45am - 6.30pm (18:30) 
Wednesday: 8.45am - 6.30pm (18:30) 
Thursday: 8.45am - 5.30pm (17:30) 
Friday: 8.45am - 5pm      (17:00) 

 
July/August: Opening Hours Change  

 

http://intolearningcentre.co.uk/
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How Do I Use The Printer? 

There are 2 printers in the Learning Centre. One of the 

printers in the Learning Centre can do colour printing and 

colour photocopying. 

When you use the printer for the first time, you need to 

register your student ID card with a printer: 

 Swipe your ID card and it will ask you to Associate 

your Card 

 You need to type in your username: INTO followed by 

your student number. 

 You then type in your password, making sure you put 

in any capitals or numbers. Select Associate 

Card. Then log out (select the Access Print Data 

key. You will then be asked if you want to log out. 

Choose Yes. 

 Don’t forget to log off when you have finished using the 

printer as you are responsible for any actions 

under your login. To log off, select the Access 

Print Data key. You will then be asked if you want 

to log out. Choose Yes. 
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Using The Printers Sensibly 

A lot of paper is wasted by students with unnecessary 

printing; think before you print. Do you really need to print 

everything out? Can you print some things back to back? 

(on both sides).  You are only allowed to print up to 9 sides at 

one time; for longer documents, you will need to divide your 

document up and print it a little at a time. 

The Learning Centre can get very busy with the printers very 

much in demand with long queues. When the printers get 

heavily used, they do get hot and can begin to jam. Not good 

if you have a deadline to meet! 

This is where you may find it useful to PLAN AHEAD. Rather 

than leaving the printing until the day you need to hand in 

your work, think about doing it a couple of days in advance. 

You’ll save yourself a lot of stress! 

Why Is The Printer Not Working? 

First check: 

 Is there paper in the printer? This is often the main 

reason why the printer stops working, so always check the 

paper tray 

 Have you sent too many pages? You may only print up 

to 9 sides at any time. You will need to divide your 

document up and print it a little at a time 



 
 

 

 When the printer gets heavily used, it gets hot and 

jams. Please do not pull the paper out as it may 

tear and make the fault worse. Please ask a 

member of the Learning Centre staff for help. 

 

Is There A Photocopier? 

The printers are also photocopiers, with one machine able to 

photocopy in colour. 

Place the item you want to copy in the tray at the top (if 

A4/normal paper; if an awkward size like a passport, place on 

the glass) 

 Swipe the printer with your ID card as normal and select 

the copy key. You then have the choice if you want to copy 

1 side or 2 sides. Select Okay and then press the large 

green start button. 

 

What Other Help Can I Get? 

 The staff in the Learning Centre are called Chris, Helen 

and Jacqueline. We are always pleased to help so just 

ask! 

 Remember, there are computers on the 3rd floor 
you can use when the Learning Centre is 
closed/very busy. 


