m UNM SCHOOL of LAW

Printer and M: Drive Setup Guide
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Installing Printer and M: Drive on Windows

Before installation

e Download the installer file here. Keep

this file, it can be used to update your
password on your PC after you've

This program will map you to the Law School printer and map your persenal
share to the M: drive of this PC. Any existing mapping to Me will be removed. changed it.

Please ensure you are connected to Lobo-Wifi and have internet (] Before running the installer, ensure that

access before running this program. .
grpes you are connected to Lobo-Wifi and

: sl .
Save your work and close any open files before proceeding! can access the internet.

o Ifyou are on Windows 7, you may be
OK | Cancel prompted to install .NET Framework 4
when running the script. You can

download the .NET installer here.

Installing
- e Follow the on-screen prompts when the
Enter your credentials ? ) P P
installer launches. When prompted,
E enter your Law School username and
: password.

e The installer may hang on “Mapping M:

Please enter your Law School username and passward.

Drive” if you entered your password

User name: |ﬂ loblawbo v| incorrectly. You may need to force quit
the installer in Task Manager and restart
it to re-enter your password.

Password: | iIi..i..i..i.l |

e ‘'Installing Printer” may take several
| ok || cancel | minutes to complete, depending on the
speed of your computer and network

connection.

Finishing the install

e  When the script is finished, check in

. Computer/This PC to ensure your M:
4 Network locations (1) puter/T y

loblawbo$ (\\Law-FS01) (M:)

drive is mapped to your personal share.
e If running the script to update an

—7 Il
HQ/ 247 GB free of 278 GB expired password, you might need to

sign out of Windows and log back in
before your M: drive connects.

® Check Devices and Printers to make
sure the UNM School of Law Printer is

installed and available.



https://lobolaw.unm.edu/it/setup/common/UNM-Law-Printers-and-M-Drive.exe
http://www.microsoft.com/en-us/download/details.aspx?id=17851
http://www.microsoft.com/en-us/download/details.aspx?id=17851

e If your M: drive or printer is missing or
unable to connect after a sign-out, you

can run the script again to force a

_ : reconnect.

UNM School of
Law Printer on
Law-Print




Printing on Windows

Favorte Setting Untitled W Add... Edit ...
‘ | More Details | [ Do not show again
COriginal Crientation Copies
(®) Portrait [1..9999)
() Landscape
A
Criginal Size [] Ozt
81211
| v | Prirt Type
P Si
¥ Paper Size 2-Sided v
| Same as Onginal Size W |
Output Method [] 5taple
E*] Prirt v Left Comer
@ Certer Staple and Fold
| |ser Settings... | |

‘£ Edit My Tab...

£

Changing from double sided to single

e The default setting for printing is
double sided. If you need to print a job
single sided, you can set this from the
printing page by going to Printing
Properties and changing Print Type to
1-Sided.

Stapling
e Ifyou need a job stapled, you can check

Staple and choose the location of the
staple from the drop-down menu.

] Basic |La1mut | Finish | Cover Mode | Stamp./Compaosition | Guality I Cither |

v
I [

Favarte Setting

Untitled

Criginal Orientation

(®) Portrait
() Landscape
Original Size
812014 vl
¥ Paper Size
81214 vl
Zoom [25...400%]
() Auto = -
100 %
() Manual ZI
Faper Tray
| Auto v|
Paper Type
| Flain Faper v|

Paper sizes

e Ifyou need to print on a different size of
paper, you can set it under the Basic tab
of Printer Properties. The printer will try
to use the manual feeder when any size
other than 8 ¥2 X 11 is selected.



Installing Printer on Mac

Before installation

IC8 Finder File Edit View | ,
e Download and install the driver for your

About This Mac version of Mac OS X. You can find out

which version you're running by going

SyStem Preferences... to the Apple Menu and clicking “About
App Store... this Mac.
Recent Iltems S e Download the installer here. Open the

disk image, and save the installer

e - X somewhere on your Mac. Keep this file,
Force Quit Finder AR KD it can be used to update your password

on your Mac after you've changed it.

Sleep
Restart...
Shut Down...

Log Out Bob Loblaw... {3Q

e If you are running a newer version of OS

- "UNM School of Law Printer Installer” can't X (10.8 or up) you will receive this

39 - be opened because it is from an unidentified

message when running the installer.
developer.

Your security preferences allow installation of only
apps from the Mac App Store and identified
developers.

e —— e Torun the installer, you will need to go

"~ Mac App Store to System Preferences and Security &

o e B A e g dereleers Privacy. Under the General tab, click the

~ Anywhere lock and enter your Mac's password,
. then click Open Anyway to allow the
“UNM School... Installer” was blocked from opening Open Anyway )
because it is not from an identified developer. installer to run. You can also
temporarily change your Mac's “Allow
apps downloaded from:” setting to
~ Anywhere.
A . . .
Ei  Click the lock to prevent further changes. e Your Mac will remember this setting

when you re-run the installer in the
future. However, if you download a new
version of the installer you will need to
repeat this process.


https://lobolaw.unm.edu/it/setup/index.php
https://lobolaw.unm.edu/it/setup/index.php
https://lobolaw.unm.edu/it/setup/common/UNM-School-of-Law-Printer-Installer.dmg

Installing
UNM School of Law
e Follow the on-screen prompts when the
Enter your Law School user name: installer launches. When prompted,

enter your Law School username and
loblawbo

password.
Cancel = LS
security wants to change access permissions of e Ifyou're running the program to update
the "UNM School of Law Printer” item in your your password, you will see a security

Ej keychain. prompt. Click Allow.

Do you want to allow access to this item?

? Deny Allow

Finishing the install

Printers

[ A—] UNM School of Law Printer

[ UNM School of Law Pr...

" o lde Open Print Queue... ® You can verify the install worked by

going to System Preferences, then Print
& Scan. You should now have "UNM

Location: School of Law Printer” available.

Options & Supplies...

Kind: KONICA MINOLTA 454e PS
Status: Idle



Accessing your M: Drive on Mac

m Window Help

& All My Files
M Documents
& Desktop

© Downloads
{2} Home

[ Computer
@) AirDrop

@ Network

& iCloud Drive
#N; Applications
¥ Utilities

Recent Folders

Go to Folder...

Connect to Server... #$K

@ Connect to Server

Server Address:

cifs:Hlaw-f501,lloblawbo$|

Favorite Servers:

? Browse

0+ 38F
£+30
38D
L
1+ 38H
04 38C
038R
038K
43l

T 8A
038U

>

i ¢

Step 1
o Before beginning, ensure that you are
connected to either Lobo-Wifi and can

access the internet.

e From Finder, go to the Go menu and
choose Connect to Server.

e You can also access this window with
the keyboard shortcut Command+K.

Step 2
e Inthe Address field, type:
cifs://law-fs01/YourUserName$
Replace "YourUserName” with your

Law School username. Make sure to
keep the $ at the end of the line.

® C(Click + to save this entry.




Enter your name and password for the server "law-
fs01"

Connect As: | Guest
© Registered User
Name: loblawbo

Password: | esecscses

Remember this password in my keychain

cancel | (RN

Step 3

Click Connect. When prompted, enter
your Law School username and
password, and check Remember these

credentials.



Printing on Mac

Print

Printer: UNM School of Law Printer

<M<

Presets: Default Settings

v Copies & Pages l
Microsoft Word

Layout

Color Matching
Paper Handling
Cover Page

All

Current Page

Output Method

Layout / Finish from: 1
Paper Tray / Output Tray to: |1
Cover Mode
Per Page Setting dage Range
Stamp / Composition
Quality !

Layout / Finish H

QLN Finish
Print Type:

2-Sided 2

Binding Position:
Left Bind

O

The Printing options window will have
two sets of options. Ignore the top set,
these are default Mac options. The
bottom set contains the features for the
Law School printers.

Changing from double sided to single

The printers will default to double sided
printing. If you need to print a job single
sided, you can change this by going to
Layout / Finish and changing Print type
to 1-sided.




Layout / Finish

 Layout [REHEIN

Staple:
Left Corner

B

Punch:

Off

Fold & Staple:
Off

<>

<>

Stapling

Under Finish, check Staple and choose

the location of the staple.
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Releasing print jobs, copying, and scanning to email

o | | Logging and releasing queued jobs

e Tap anywhere in the User ID box to
open the onscreen keyboard.

e Typeinyour PIN. By default, your PIN is
the last four digits of your Banner ID
number, followed by the first two letters
of your first name.

e Tap OK, then Login. Once you are
logged in, all of your queued print jobs
will print out.

Copying

Program Quick Copy loblawbo

Ready to Copy o

¥ Use the keypad and C to change the number of sets. 1087 . . .
Check Setting Copying screen. Options for stapling,

paper size, and duplexing are at the

e Afterlogging in you will be taken to the

= bottom of the screen. More options are
available by tapping the Application
button at the lower right.

6ri|| Type Booklet Paper

| = ey
jad woon | wersee |20t ) unes [ Foncione
Zoom —

Duplex/ Finishing Deasity
Combine

11



Scanning to email
Ready to Scan 8

e Tap the Menu button on the right side

of the copier to access the main menu.

Jxt | mwo

|" l.uq.fm- mlrm "
pos] 101 ® Tap Scan & Fax to open the scanning

menu. You will see a Me entry on this
ERR S s, T
screen, which is set to your email
PSR,
address. Tap this entry to select it.

Address Reg. | AR | ® You can manually enter a different
email address by tapping Direct Input.
You can add as many recipients as you
choose.

Simplex/

Duplex i e Options for double-sided scanning,

color, or different output file types are
available along the bottom of the

screen.

Logging out

e Tap the Access button on the right side
of the copier to access the main menu.

e Alternatively, the copier will
automatically log you out after 1 minute

of inactivity.

12



Checking your print balance and viewing queued jobs

equitrac
Login
ID
Login
equitrac

User Dashboard

User ID:
User name:
PIN1:

Color quota:

Total balance:

Actions
s View my print jobs (0)

s Select account report

Logging in to the user dashboard

¢ You can access the user dashboard at
http://goto.unm.edu/lawprint. You

must be connected to Lobo-Wifi to
access the dashboard. You will receive
an error stating that the site isn't secure;
select Advanced and continue to the
site.

e Enter your PIN to login. By default, your
PIN is the last four digits of your Banner
ID number, followed by the first two
letters of your first name.

Viewing your history and queued jobs

e You can see a print history from the last
30 days by clicking Select account
report.
e You can view and delete your queued
loblawbo print jobs by clicking View my print
Bob Loblaw jobs

1234bo
N/A

$1.25

o Set default billing code (not set)

* |ogout
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http://goto.unm.edu/lawprint

