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1. Accessing PaperCut 
a. Open up your browser and type in the address: 

http://siteservername:9191 and bookmark the link. 

i.e., for Eastshore: http://ea-fp:9191 

 

Note: For easy access, the PaperCut bundle (app) is also 

available.  

b. Open up your browser and type in the address: 

http://zcc.ad.iusd.org to access ZCC. 

c. Browse to Bundle > Site Applications > your site and 

check box next to PaperCut. 

d. Click on Assign Bundle to Device or Assign Bundle to 

User on the left panel to your workstation or user, 

browse to your site and check option to have it appear 

on the desktop. (Fig1) 

e. Right-click on the Z icon in the system tray on your 

computer, select Refresh (Fig2) and the PaperCut 

shortcut will appear on your desktop (Fig3).  

 

Note: If shortcut doesn’t appear, log off and on. 
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f. After you either type in the PaperCut address in 

your browser or double-click on the PaperCut 

shortcut, the PaperCut page will appear. 

 

 
 

g. After you log in with your Windows account, you 

will be presented with the Dashboard page which 

gives you an overview of the whole system with 

very useful info such as the total number of pages 

printed, number of pages printer per day the last 

30 days, status of all printers (whether they’re 

offline, have low toner, how many pages some 

printers printed today), and real-time info such as 

who printed at what time, what changes were 

made… 

 
 

 
 

http://siteservername:9191/
http://ea-fp:9191/
http://zcc.ad.iusd.org/


2. Managing Users 
a. Clicking on the Users tab at the top will display 

the list of users with their username, full name, 

balance, status (restricted or not), number of pages 

printed and the number of jobs processed. 

 

Note: users must be restricted for filters or restrictions 

to be applied. 

 
 

b. To change user settings click on Bulk user actions 

under Actions section on the left. 

 

Note: To get a PDF report on the user list, click 

Export/Print.  To get a PDF report on user printing 

in the last 30 days, click on User printing – 

summary (last 30 days) 

 
 

c. When the Bulk User Operations page appears, in 

the User Selection, if you want to make changes to 

a group, click on [All Users] drop-down menu and 

select the group you want to make changes to. 

(Fig1) 

 

Note: 5 groups should be listed by default. The 2 

groups that you mostly would want to change are the 

Staff or Student groups. 

 

If you want to make changes to a user or some 

users only then click on in the group drop-down 

menu, select in this list and type the username(s) 

of the user(s) (separated by comma) you want to 

make changes to. (Fig2) 
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d. The Edit credit balance section will allow you to 

change the balance for that group or list of users 

by selecting either Adjust credit by which will add 

that amount to whatever current balance the user 

has (check Only allow accumulation up to either if 

you want to set a maximum balance not to go 

over), or by selecting Set credit to which will 

change user current balance to the new balance 

set. 

Click on OK at the bottom.  

 

 
 

e. The Change settings section will allow you to 

change the restriction by checking box next to 

Change restriction and selecting either Restricted 

or Unrestricted.  

 

Note: Only restricted users can have filters applied to 

them. Also, beware that when restricted users reach a 

zero balance then they can no longer print. So unless 

that is what you want, you should set a high credit 

balance or a low page cost so users can always print. 

 
 
 



3. Managing Printers and monitoring jobs 
a. Clicking on the Printers tab will display the list of 

printers with the page cost, whether any filters 

have been set, the total pages printed or total jobs 

processed. 

 
 

b. Clicking on a printer name will give a summary of 

the printer configuration like IP address, toner 

usage, options to set filters and restrictions, job 

logs, as well as statistics on printer activity over 

different periods. 

 

 
 

c. You also have the ability to change the cost per 

page as well as to disable printing for a defined 

amount of time or indefinitely by clicking on 

Enable/Disable drop-down arrow. 

 

Note: be careful with disabling printing for any 

period of time as this will affect any user. Let your 

users know otherwise they will call you when they 

cannot print. 

 

 
 

d. The Filters & Restrictions tab will allow you to 

save you paper and toner by restricting which 

group is allowed to print (Group Restriction) and 

which group is allowed to print color (Groups 

With Color Access), the maximum cost of print 

job (Maximum Cost), the minimum and maximum 

number of pages (Page Count), and the maximum 

number of copies allowed (Maximum Copies), 

whether duplex documents are allowed only 

(Duplex Mode), whether only grayscale or color 

jobs are allowed (Color Mode), and a very usable 

option is the ability to prevent duplicate jobs such 

that if a user were to print the same document 

twice or more because the first one didn’t print 

then duplicate jobs will be deleted if submitted 

within a defined time (Duplicate Documents). 

Click on Apply when you are satisfied with the 

options set.  



 
 

e. In step a-d, the settings were only set for the one 

printer selected. If you’d like to apply the same 

settings like cost and restrictions to other printers 

then on the left hand site under Actions, click on 

Copy settings to other printers. 

 
 

f. When the Copy printer settings screen appears, in 

the Source section, the printer you just applied 

restrictions to should be listed first (click on drop-

down arrow to select a different printer).  Just 

check the box next to the setting(s) you’d like to 

copy to other printers. Here the cost and filter 

settings are checked but usually, you’ll only want 

to copy the filter settings. 

 
 

g. In the Target section, check the printers you’d like 

to copy the settings from and then click on Copy. 

The Printer List screen will appear (as shown in 

step a) and display under Filtered column which 

printer has restrictions set (denoted by Filtered 

followed by a number in parentheses representing 

the number of restrictions set) 
 



h. The Job Log tab will allow you to see what has 

been printed on each printer in chronological 

order, when it was printed, who printed it, how 

many pages was printed, what program it was 

printed from as well as the document name.  

 

 
 

i. If you are looking for something specific like who 

printed a 100 page document or some 

inappropriate document, click on Show Filter. 

You can then filter by specifying a date range, 

group, user, printer name, documents that are 

between a range of pages, or even a document 

name. 

Click on Apply Filter and any info meeting your 

filter will be returned. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



4. Creating Reports 
a. PaperCut allows you to not only create user and 

printer reports but also allows you to schedule to 

have those reports emailed to you periodically. 

Each report can be displayed in PDF, HTML, or 

CSV format. Resting your mouse over each logo 

after each report category will display the format. 

Each report can be generated for the last 30 days, 

previous month, last 7 days, today, or  Ad-hoc 

(you specify the date). Just click on drop-down 

menu after each category. 

The User sub-tab allows you to create reports on 

all the users with their username, full name, 

balance, whether they are restricted, the total 

number of pages printed and the number of jobs 

processed; the largest print users; the job type (i.e., 

page size, grayscale or color, the total number of 

pages and jobs processed); printer summary 

(which printers each user printed to and how many 

pages and jobs they printed and the cost 

associated); and logs (i.e., what program was used 

and the document name, the number of pages 

printed, and whether they were grayscale or 

color).  

The Period Comparison Reports will allow you to 

compare user printing for the past 2 weeks, 2 

months, or Ad-hoc (you specify the periods).  

 

 

b. The Printer sub-tab allows generating similar 

reports as the ones found under the User sub-tab 

but adds a few extra categories specific to printers 

like Busiest printers (Fig1), Denied print jobs 

(Fig2), and Ratio Reports (Fig3) which will detail 

the ratio of pages used by each printer relative to 

other printers, as well as the ratio of grayscale 

pages relative to color pages for each printer.  
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c. To schedule a report to be emailed to you, click on 

the Schedule/Email Reports tab. You then select 

the type of report by clicking on Type drop-down 

menu, give it a title, choose either PDF or CSV 

format, choose how frequently you want the report 

to be emailed (Daily, Weekly, Fortnightly, 

Monthly), and then type the email addresses of the 

people you want to send the report to in the 

Recipients field. Click on Add when done. 

 

 

 

 

 



5. Management and Access Rights 
a. The Options tab and the Admin Rights sub-tab 

will allow you to delegate rights to certain users. 

By default members of the LAN Admins group at 

a site as well as Network Services and PC 

Services groups have full rights.  

To delegate certain rights to a specific user, just 

type the username of the user in the Assign 

administrator access to this user field and click on 

Add user. 

 

Note: only users that are listed under the Users tab can 

be added.   
 

b. As an example, dswanson (Debbie Swanson) was 

given some Admin rights and her name appears 

under Rights section. 

Clicking on show/hide details next to her name 

will display all the rights she has access to. By 

default, a user will have full rights but by 

unchecking the sections you don’t want them to 

have access to and leaving checked only the 

one(s) you want them to have access to, you 

essentially limit their rights.  

In this particular case, Debbie only has rights to 

access the reports section and thus only have 

rights to generate reports. 

Click on Apply when you are done.   

 

 

 

 
 

c. If there’s a new user at a site and the user doesn’t 

appear in the list of users, you can sync PaperCut 

with Active Directory (AD) so that the new user 

will appear.  

Click on the User/Group Sync tab and click on 

Synchronize Now or click on Test Settings to see 

which user(s) will get synchronized. 

 

Note: by default the system will synchronize with AD every 

night so you don’t have to manually sync unless you want to 

have the new user appear right appear in PaperCut so that 

restrictions can be applied. 

 
 

Note: if you need more info or help, please click on Help 

button at the top right section or search the knowledge base   or  http://www.papercut.com/kb/ 
 

 


