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Problems and Tips

Where to find IKON equipment on campus

IKON operates numerous devices across campus, including copiers, printers, and CSVT/DART machines. For the current listing of our equipment locations, along with helpful maps that will aid you in finding exactly where the equipment is, please visit www.uky.edu/IKON and select the ‘Where can I find IKON equipment on campus?’ link.
Card swipe problems
The card swipes on the touch screens can take all four swipe directions, both up and down with the swipe facing left and right. If, after you have swiped all four directions, the card still does not read correctly, please exit out of the function with the Exit button in the lower right corner and re-enter. This should remedy the problem. If there is no exit button, please touch the screen and one will appear, at which point you should also be able to swipe your card. If this does not remedy the situation, try swiping your card more slowly.
Timeout issues
The touch screens are set to timeout after 60 seconds for both Printing and Copying functions. This is to protect your card against unauthorized access in case you forget to log out or there is a problem with the device that prevents you from logging out. To have more time, you simply need to press a button on the touch screen device and your time will be reset to 60. Copying a page on the Canon devices will also reset the time to 60 seconds.
Problems printing a PDF document
Note: FAILURE TO FOLLOW THESE INSTRUCTIONS WILL RESULT IN YOUR DOCUMENT NOT PRINTING CORRECTLY OR NOT AT ALL.
We have noticed several problems with Adobe products and Lexmark printers.  Having removed Pharos (our printing software) from the equation, we have tried printing very simple print jobs (no graphics, small file size) from Adobe Reader, Photoshop and other Adobe products straight to networked Lexmark printers and have them fail.  This led us to experiment with the print setting in these programs in order to find a solution...and here it is:

· Click on 'file' and 'print', as before.  

· Select the printer you'd like to print to and the click on the 'advanced' button located in the bottom, left hand corner.  

· Click on 'print as image'.  

· Now click 'OK' and when you get back to the print dialogue, click on print. 

Green start button not working on the copier
Check to make sure that the Online Scanner (which is used to scan documents over the network) is not online. Do so by pressing the Scan button on the top left of the control panel. If this function is online, it disables the copy function.

Print jobs take too long/File Size Limitations
Note: FAILURE TO FOLLOW THESE INSTRUCTIONS WILL RESULT IN YOUR DOCUMENT NOT PRINTING CORRECTLY OR NOT AT ALL.
Depending on the size of the document you are printing, it may take quite a while for it to finish printing. Every document must be sent to the print servers located in McVey hall, and then sent back to the individual printer when it is paid for. A good rule of thumb is that for every 1MB of document that you send to print, it will take 20-30 seconds. Therefore, it is very important to try to make your documents as small as possible so they print promptly. 

One setting that can help to reduce the file size is "Resolution". By default, it's set to 600x600 dots per inch. By changing it to 300x300dpi, you'll greatly reduce the chance of failure, not to mention speed up the process of moving the job through the network. The "resolution" any print job can be found by clicking on 'file' then 'print'. Then select the printer you want to print to and click on 'properties'. Now click on 'advanced' located in the bottom right hand corner. Then change the 'print quality' to a lower resolution. Click OK until you are back to the main print dialogue and click on print. Another option which can help reduce the size of the files is to break up the document into smaller pieces, perhaps a page or two at a time and print it that way.  Lastly, Adobe Acrobat has a “reduce file size” feature that you can use so please refer to Acrobat’s documentation for how to do this.
Note: For any Lexmark printer, the maximum file size that you should be sending is around 45MB. Anything larger than this can not fit in the network buffer and can subsequently cause the job not to print correctly. 

Lost money with the Plus Account?

If you lost your money using the Plus Account, please contact a Librarian or Desk Attendant, they will be able to fill out an online refund request for you. Note: Patrons who lost money using their Plus Account are not eligible to receive a cash refund.

Lost money in a Coin Tower?

If you are requesting a cash refund for money that you lost in a coin tower, visit www.uky.edu/IKON and click on ‘I need a Copier or Printer Refund’.

How do I print?
Sending your print job from the computer

To print, you must first send your job from the computer to the print servers. Most public computers on campus, including all SCS labs, have preloaded software that does this for you (you can download this software for use on your laptop or desktop from www.uky.edu/IKON). Simply hit ‘Print’ and select either the Black and White Printer or the Color Printer (only available in some locations) and hit ‘OK’. In some locations, a dialog box will then pop up and ask you to type in a username that will help you identify your job at the print release station. Once you type this in and hit OK, you’re all set to go. If a dialog box does not appear, the print system has already gathered your username and you do not need to identify yourself further.
Using a touch screen to pay for and print your job
To pay for your job using a touch screen (a.k.a. an Omega terminal), please select the ‘Printing’ function. When both Copying and Printing functions are available, you will need to select the ‘Print’ button before you can swipe your card and continue. After this has been selected, the screen will change and ask you to swipe your card. If your card does not swipe correctly, please try swiping it in a different direction (and more slowly), following the directions above. After you have swiped, a list will appear with all of the print jobs in the queue. You can organize this list by Owner, Document Name, and Time by clicking on each of the respective bold and underlined words. Often the Owner will be truncated, so this is useful for selecting your job from the queue properly. Always pay attention to the page counts at the bottom of the screen as well, as this is a prime indicator if the job has been printed incorrectly or if you are about to print off someone else’s job. After you have printed your jobs, don’t forget to log off so that someone else can not use your account.
Using a computer print station to pay for and print your job

To print using a computer print station, start by swiping your card. You will then see a list of all of the print jobs associated with that printer. Simply select your print job and hit the blue ‘Print’ button in the lower right hand corner. After you have printed all of your jobs, don’t forget to log off so that someone else can not use your account.
Duplex Printing Overview
In certain locations on campus, duplex printing (which allows you to print on both sides of a sheet of paper) is now available. This feature allows you to help us prevent waste at the source by eliminating unnecessary paper use. Duplex printing is available only on the new Canon ImageRunner 3300's and only in specific locations across campus (it is not available on any print queue that has a Lexmark printer attached to it). Duplex printing is available in the following locations:

· Agriculture North Library 

· Boyd Hall Lab 

· Business and Economics Lab (Black and White Printing ONLY) 

· Chemistry/Physics Library 

· Commons Lab 

· Education Library 

· H.E.S. Computer Lab 

· Journalism Lab (Black and White Printing ONLY) 

· King Lab 

· Law Library 

· Little Lab and Library (Black and White Printing ONLY) 

· Med Center Library 

· Nursing Lab (Black and White Printing ONLY) 

· Shaver Library 

· Student Center (inside the Center for Student Involvement) 

Note: Duplex printing will charge you twice the normal Black and White cost of $.12/page. This will result in you being charged $.24/page for Duplex printing.

How do I print in duplex?
You can print in any of these locations using either the University computers or your own laptop or desktop. If you are using your own laptop or desktop, you will need to install the print queue. If you are using a Windows machine, please go to Windows Print Installers. If you are using a Macintosh, please follow Macintosh Printing Instructions.

STEP 1: Once you are ready to print, select the Black and White Printer available in your location. To verify that this location supports duplex printing, it should display 'Canon ir2200-3300 PCL5e' under 'Type'.

STEP 2: Click on the 'Properties' button, which will bring up the Printer properties. Then select the 'Finishing' tab.

STEP 3: Once you have selected the Finishing tab, under 'Print Style' you will need to select '2 sided Printing' (see below). All you need to do after that is select OK for all of the windows and Voila!, you're done.
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How do I use Copying Features?
These models have a number of features, only the most common few of which we shall go over here. All of these features can be found on the main copier screen.
Finishing Menu: Here, you can Group your copies together (all 1st pages together, all 2nd pages together), Collate (1st-2nd-3rd page, 1st-2nd-3rd page, etc.), and Collate with Staples. Simply select the option that you wish to use and begin copying. Collate is selected by default.

Darkness: Use this to adjust the lightness of the resulting copies. If the copiers are coming out too light, simply move the meter to the right. If they are coming out too dark, shift it to the left.
Copy Ratio: Here you can adjust the ratio or your copy. You can transfer Legal and Ledger size documents to Letter size and vice versa. This adjustment can also change the size of the ultimate printout on the sheet of paper, though, so use this feature with caution.
Paper select
Here you can select the paper size that you wish to use for your copies. Paper sizes vary depending on the location of the device. For an up-to-date listing of paper sizes and locations, please visit the IKON website listed at the top of this page. All copiers on campus carry Letter sized paper, while oftentimes they will also carry Ledger (11x17), Legal (8.5x14), or both. Simply click on the button designating the size you wish and that will be the size paper that is printed out.


Note: The new copiers automatically detect the best paper size based on what you place on the scanning surface. If it can not detect any original size, it will ask you to specify what size your document is when you begin copying.

2 Sided Modes
1 to 2 sided

This option enables you to copy 2 pages and have it come out double-sided on a sheet of paper. This will charge you double the normal price.

2 to 2 sided

This option enables you to take a double-sided sheet of paper, copy it, and have it come out as a double-sided sheet of paper. This will charge you double the normal price.

2 to 1 sided

This option enables you to take a double-sided sheet of paper, copy it, and have it come out on one side of the resulting 2 copies.

Book to 2 sided

This option enables you to place a book on the glass and have it come out double-sided on a sheet of paper. This will charge you double the normal price.
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