
How to Print at the Library 
 

1. Purchase a printing card from the machine in room 103 on the ground floor (the 
room to your right as you enter the library, also known as the William J. O’Neill 
Reading Room). 

 
 

2. When you come to the library, please remember to bring plenty of $1 bills with 
you. The card vending machine only takes bills, and librarians don’t always 
have small bills to make change. 

 
3. Please note that when you purchase a new card, the vending machine takes 50 

cents off the initial value, to cover the cost of the card. 
 

4. When adding money to an old card, remember to insert the card into the machine 
before inserting money. Otherwise, the machine will issue a new card. 

 
5. When you are ready to print, go to one of the computers in the lobby, and call up 

the document you want to print.  
 
 
 
 



6. Click the print icon; a box will pop up asking you for a job name and a password. 
You do not need a special username or password, as all print jobs are temporary. 
Enter any words of your choice for the username and the password.  

 
 

7. Go to the Pharos printing station beside the information desk. Insert your card into 
the card reader. (Note: library photocopiers also operate using card readers). 

 
 
 
 
 
 



8. Your print job should show up on the computer screen. Click the print button 
(lower right-hand side of the screen). 

 
 
9. The computer will ask you for your password. Type the password you used at the 

first computer. If your password doesn’t work, try hitting the Caps Lock key, 
and enter your password again. 

 
10. When you are done printing, hit the Logoff button (on the lower left-hand side of 

the computer screen). Your printing card will be released from the card reader. 
 

Note: Printing jobs are not stored in the system for more than 1 hour. Please 
plan to print immediately after you send your document to the Pharos station.  

 
 
 
 


