Mobile Print PC and MAC Laptop Instructions

**¥*NOTE: YOU MUST BE CONNECTED TO AIRPENNET IN THE SCHOOL OF NURSING FOR MOBILE
PRINT TO WORK™***

1. Open up a web browser. Navigate to https://print.nursing.upenn.edu/myprintcenter/. Once there you will
see the page below. Fill in your Pennkey and Nursing Password and click Log In.

Username = Your PennKey
Password = Your Nursing Password
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2. Once logged in, you will see your printing dashboard defaulted on the Job List tab and next to that is the
Activity tab. The printing dashboard shows your list of jobs, your PennCash Balance on your card, and
various printing options. To upload a document, click on the Upload button on the top left. Note: You can
only upload (1) Document at a time.
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Supported Formats
+ Microsoft Word®
* Excel®

+ PowerPoi
« PDF

« Images
+ text (CSV, RTF & TXT)
+ Visio®



https://print.nursing.upenn.edu/myprintcenter/

3. Once you upload your documents, you will see them listed on your printing dashboard. Select each job
individually to set your printing options at the bottom right. Color/Black & White; Single-Sided/Double-Sided;
Pages Per Side; Number of Copies. Note: PowerPoint Documents only print ONE SLIDE PER PAGE using
Mobile Print. It is recommended NOT to use Mobile Print to print out PowerPoint Documents and to use
the Computer Lab 201 for more PowerPoint Printing options.
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4. On your printing Dashboard, if you select multiple jobs or all of them, the total for the selected jobs appears
in the bottom right corner above Print Options.

1-4 of 4 items, 4 selected ($2.92)
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5. Atthe top left of the Printing Dashboard, next to the Job List tab, you will see the Activity tab. If you click on
that it will show you all your printing history.
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6. Once your settings are set, walk up to either printer in Computer Lab 201 and tap your PennCard on the card
reader. Your balance will display on the screen first, click ok and your list of jobs will show up. Select which
jobs you want to print or hit Print All if you want to print all jobs listed and click print. The funds will be
deducted from your PennCard according to your print options.



