How to Web Print
Revised 9/9/2026

1. Begin on the library homepage, https://library.olivet.edu.
2. Click on “Web Printing” icon near bottom of homepage.
[image: Screenshot of Benner Library Homepage.  "Web Printing" icon is highlighted.]
3. Login with ONU username and password
4. Click “Submit a Job” button.
[image: Screenshot of web printing screen.  "Submit a Job" button is highlighted.]
5. Select a print method by clicking on one of the blue printer links.  Options include:
a. Single or double sided; color or black and white.
b. To print from the bypass tray, choose BWBypass or ColorBypass. 
[image: Screenshot of web printing screen.  Various print options are highlighted, such as "BW1Side."]
6. Click the blue link to confirm your print option. 
[image: Screenshot of web printing screen.  "FollowMe" link is highlighted.]
7. Click the “Upload Documents” button. Upload as many files as you want—they will all be printed using the same method you selected (e.g. BW1Side).  Search for files or drag and drop onto the web printing page.
8. Click “Upload & Complete” button. 
[image: Screenshot of web printing screen.  Section for dropping or uploading a file is highlighted, plus "Upload & Complete" button.]	
9. Go to any printer on campus to release your print job.  TigerDollars are required to print.
If you chose “bypass” add paper to the bypass tray and confirm settings for the correct paper size on the printer screen. Be sure the paper size you select matches the paper you inserted into the tray.
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Drag files here

Upload from computer

The following file types are allowed: Microsoft Excel xlam, xis, xsb, xlsm, xlsx, xltm, xltx Microsoft PowerPoint pot, potm, potx, ppam,
Pps, ppsm, ppsx, ppt, pptm, pptx Microsoft Word doe, doem, doex, dot, dotm, dotx, i, txt PDF pdf Picture Files bmp, dib, gif, fif, if,
ipe, jpeg, ipg, png, tif, tiff

e Upload & Complete »
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Web Print

To upload a document for printing, click Submita Job below.
Currently, only public printers are available using this feature.
© Filsize it forupload: 100WE

® Maximum number of copies: 10

SUBMIT TIME PRINTER
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Select a printer:

What kind of print do you want to do?

Capability
BW1Side « NO Color
« 8.5x11 (letter)
« Single sided
BW2Side + NO Color
« 8.5x11 (letter)
Double sided
+ NO Color
« Bypass Tray
« Single sided
Color1Side « Color
« 8.5x11 (letter)
« Single sided
Color2Side « Color
« 8.5x11 (letter)
Double sided
Color
Bypass Tray
Single sided

Color

- 11317
« Single sided
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Select a printer:

FollowMe Print Queues

Printer Pickup Location Capability
ollowhMe-BW1Side Main Floor « NO color
Konica-Minolta esMoines « 8.5x11 (letter)
LIBR_Yokohama « Single sided

enner Library Fishbow!
« LIBR Montreal

Benner Library 013

« LIBR_NewYork

Benner Library 2nd FL

« LIBR_Seoul
Communication Dept 203
+ COMM_Anchorag
Sims Art Office

+ ART_Madrid
Reed Science 224
RS_Prague
Reed Science 242
« ENGN_Munich
Weber LL Lounge
+ WC_Philadelphia
Wisner 154

« NURS_Newark

« $0.04 per page
« Any print job can be picked up at
any Konica-Minolta printer labeled
"FollowMe"





