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How to Photocopy  

For more information or 
assistance , please speak to 
staff on the IT Help Desks in 
Learning Centres or MI Building. 
 
Or call the IT Service Desk on 
ext. 2000 (01902-322000).  
 
Thereôs also a comprehensive 
list of FAQs on the PCounter 
website that might answer your 
question: 
www.wlv.ac.uk/pcounter 
 
 

You can photocopy and print on the Multi 
Function Devices (MFDs). 
 
You need a University Print/Copy Card that 
will be provided. If not, you can get one from 
your nearest Learning Centre.  
 
When youôve got your card, you need to 
register it to link it to your PCounter account. 
You can do this on any of the cash 
autoloader machines, located in Learning 
Centres and the Technology Centre (MI 
Building). 
 
You need enough credit in your PCounter 
account to pay for your photocopying.  
 
Swipe your Print/Copy Card in the reader 
attached to the MFD, and you'll see how 
much credit you've got in your PCounter 
account. If youôve got enough credit, do your 
photocopying as normal.  
 
VERY IMPORTANT: When you've finished 
copying, press the FINISH button. If you 
don't, the next person to use the MFD could 
use your PCounter credit to pay for their 
copying. 

http://www.wlv.ac.uk/pcounter


How can I tell if this PC has PCounter 
printers?  
 
If you are in a PCounter area, look around at 
the printers nearby. 
You should see a label 
on every PCounter 
printer like the one 
shown here: 
 
Each computer equipped with PCounter will 
automatically connect to a LaserJet printer 
and MFD. Click on óStartô followed by óPrinters 
and Faxesô. You should see a list of your 
printers, including your PCounter printers and 
MFD. 
 
 
How can I buy PCounter credit?  
 
New students receive a small amount of credit 
to help you get started. 
 
You can purchase credit online using a debit 
or credit card or use a machine that takes 
cash. 
 
For more information including locations of the 
PCounter cash autoloader machines, please 
visit www.wlv.ac.uk/pcounter. 
 
Note: PCounter credit is normally non-
refundable. 

PCounter is the software used to print to 
most printers available for students to use. 
 
You can print from any PC in PCounter 
areas, so long as your online PCounter 
account is in credit. All students get a 
PCounter account automatically when they 
register for an IT Account. 
 
Black and white printers are available in all 
PCounter areas, and there are colour 
printers in some areas. 
 
PCounter is available in the Technology 
Centre/MI Building and all Learning 
Centres. For details of locations, see the 
PCounter website: www.wlv.ac.uk/
pcounter. 
 
Your PCounter Account is also used to pay 
for photocopying on the Multi Function 
Devices (MFDs), which can be used for 
printing and photocopying. 
 
To use the MFDs you need a University 
Print/Copy card which will be provided. The 
card is linked to your PCounter account 
when you register it, and you must have 
credit in your account to use it. Please keep 
your Print/Copy card safe as you will be 
charged for a replacement. 
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