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Web Printing manual 

 
Step 1: Upload your printing job 
Step 2: Release your job and start to print 
 You cannot choose printing pages, you have to print all pages of 

one file. How to cut your pages? 
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Step 1: Upload your printing job 
A. Go to http://aihe.sa.edu.au/staff-portal/ 
B. Click the link “Webprint”, you will see: 

 
C. Put your printing ID and password 
D. After your login, you can click the “Web Print” on the page. 
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E. You need to click the “Submit a Job” to upload your printing. 

 
F. You can choose different options print  

 
 
 
 
 
 
 

 
G. You already successfully uploaded you printing job 
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Step 2: Release your job and start to print 
 

H. Go to the printer and login with your student card 

 
I. Release one of your job or all of them. 

 
 
 
 
 



Adelaide Institute of Higher Education Pty Ltd | ABN 56 618 241 802 | PRV 14326 | CRICOS Provider Code 03763K  Page 5 of 5 
AIHE Web Print manual Warning: uncontrolled when printed 
PLA15 Version: 1.0 Approved By: Academic Board Original Issue: 20/02/2018 Current Version: 20/02/2018 

 
J. You also can use “Device Functions” to scan or copy 

 

 
 
If you have any questions, please send email to 
servicedesk@aihe.edu.au 
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