	
  
	
  
	
  
Using the LSC Pay-to-Print Service (Guests)
Introduction
This article describes how Library Guests use Lone Star College’s Pay-to-Print Service. Topics covered include:
adding funds to your account, transferring funds from your old card to your new account, and printing.
Instructions
Adding Funds to Your Account
Funds must be added to your account in order to pay for printing services. This may be done the following ways:
• Library Card
• Payment Card

	
  

If you do not have a Library card, and wish to use one, please visit the Library circulation desk for assistance.
Locate an Add Value Station (large silver box by the printers) in the Library in order to establish payment.
1. Use your Library Card OR purchase a Payment Card
a. Using your Library Card, scan the barcode located on the back on your Library Card.
b. If buying a Payment Card, touch the red button on the screen.

2. You will be given the option to add funds to your account using cash or credit cards.
NOTE: The system accepts bills only.

After inserting payment, your card will be dispensed.

3. Swipe the card in order to create an account associated with that card/barcode.

NOTE: If you fail to swipe your new card before walking away, the system will allow you to create an account by
swiping the card at the Add Value Station, but any funds that you may have already inserted will not be credited.
NOTE: If your balance is higher than the maximum starting balance allowed, you will be logged out.

Transferring value from your old card to the new card
The existing payment cards will no longer be accepted. Please visit the Library circulation desk where they will be
able to scan your existing card and transfer the remaining credit directly to your account.

Printing
Library Guests can print documents to the Pay-to-Print printers from any public computer in the Library.
First, you will send your document to the release station, and then you will go to the release station and scan your
Library Card to complete printing.
NOTE: The Pay-to-Print system is not accessible from private computers, only LSC-owned computers located
within the Library.
Sending Jobs to the Release Station
Once you are ready to print a document, go to File > Print. Two printers will be displayed in the queue related to
your campus location entitled [Campus] [Printer Type]. For example, KC BW Printer and KC Color Printer. The
first two characters will change depending at which campus you are located.
Select the printer of choice, change any print options needed, and select Print.

You will be given the opportunity to name your job for easier identification on the release station. Once named,
click Print.
You should see a short pop-up stating your job has been printed successfully and is ready for release.

Releasing Jobs to a Printer
Library Guests can then view their print job at the print release station, located near the library printers.

Scan your Library Card and then select the document you wish to print and click Print. If there are multiple
printers to choose from, the release station will provide a list of the printers.
Releasing Jobs to a Copier
Releasing jobs to a copier is similar to a printer. However, instead of using a computer, there will be an Omega
device attached to the copier.

Scan your Library or Payment Card through the Omega device and select your print job to release the print.

We're happy to help! The OTS Service Desk is available 24/7/365 for assistance.
Click Service Desk
Call 832.813.6600 (toll free 866.614.5014)
Email ots@lonestar.edu
Forgot your username or password? Visit LoneStar.edu/login
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