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Remarks: 1. In accordance with FMC decision no. 046/2018, revise the related changes on the printing and

copying charges; 2. Revise the electronic payment methods (MACAU Pass and QuickPass) for purchasing

printing quota, MACAU Pass Enabled Printing and Copying Service; 3. Include the online application form

for transferring printing quota; 4. Chinese version is available as enclosed. 5. In accordance with FMC

decision no. FMC/003/0014/2022, remove UM E-purse as it is terminated.

Introduction

For better control of printing and copying service, Information and Communication
Technology Office (ICTO) has implemented a fee-based quota control system for Printing
and Copying Service and MACAU Pass enabled printing and copying service on campus.
Students need to pay in order to use the service.

1. Tariff
Table 1 - Tariff for the Printing and Copying Service
Paper Size

Function Color Mode Ad A3

Single Side Double Side | Single Side Double Side
Printing B/W MOP0.20 | MOP0.30 | MOP0.40 | MOP 0.60

or

Copying Color MOP 250 | MOP5.00 | MOP5.00 | MOP 10.00

The fees are subject to change

* Remark:

o For double side printing (also called “duplex printing”), if one sheet of A4 Size paper is

printed or copied in b/w on both sides, one'’s printing quota is debited for the cost of
MOPO.3 per sheet.
e The printers are set by default to print on one side. If so desired, a user can choose the

printing option “Print on both sides” for double side (duplex) printing.

e  After choosing the double side option, if one sheet of paper is printed on only one side,

it may or may not cost only one page depending on the application used (i.e. some
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applications may add a blank page at the end of the print job if the total number of
pages is an odd number; therefore the last sheet of paper, though with only 1 side
printed, will be charged as 1 sheet).
o For example, if a document of 11 pages is printed in b/w using A4 size paper, the cost

of single-side and double-side printing will be:

Single side printing: MOP2.2 (MOPO.2 x 11)

Double side printing: ~ MOP1.7 (MOP0.3 x 5 + MOPO0.2 x 1) or

MOP1.8 (MOPO.3 x 6) depend on the application

Checking quota

Users can access Query Printing Quota for checking their current printing quota in

fee-based quota control system. When you check the quota using a web browser, you
will be prompted to enter a user ID and password. Please enter your user ID and
password (the password is case sensitive) of your UMPASS account. For example:

User ID  : ba41234
Password ek

Rules for the Printing and Copying Service for Staff

The printing quota for academic staff allows the tutor to print documents during
tutorial classes near the ICTO computer rooms for the purpose of demonstration.
Therefore,

e ICTO will give out free quota to academic staff for using the printing and copying
service in the ICTO computer rooms. However, he/she should not allow others
to use his/her quota.

e The quota should be used during the tutorials only.

For more information above the printing and copying service in the computer rooms,
please contact the ICTO Help Desk.


https://icto.um.edu.mo/printing/check-printing-quota/
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4.  Rules for the Printing and Copying Service for Students

4.1

4.2

4.3

Trial quota

A trial quota will be given to the new students automatically with the account
creation.

e The trial quota is MOP30 for all new students.
e The trial quota is subject to change by ICTO from time to time.

Purchase of Additional Printing Quota or Use MACAU Pass Enabled
Printing and Copying Service

If students have used up their trial quota and want to print or copy more pages,
they need to pay for the extra printing and copying.

Students can buy additional printing quota by using their MACAU Pass or
Quickpass through our Kiosks. The new purchased quota will take effect
immediately right after the purchase. There is no limitation on the amount of
quota purchasing. Alternatively, student can choose to use MACAU Pass enabled
photocopier for printing and copying.

Note:
The purchased quota is non-refundable but can be transferred in whole total
to classmate or friend who are still studying in UM.

Transfer quota

Students can only transfer their "additional purchased quota" to others when

e The students are graduating or have withdrawn,

e The student can online submit a “Printing Quota Transfer Application
Form”. ICTO will process the quota transfer request, and the applicant’s
printing privilege will be removed from the printing control system once the
quota has been transferred.



https://webdocs.um.edu.mo/sites/eform/icto/acts/Lists/Printing%20Quota%20Transfer%20Application%20Form/NewForm.aspx
https://webdocs.um.edu.mo/sites/eform/icto/acts/Lists/Printing%20Quota%20Transfer%20Application%20Form/NewForm.aspx
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4.4 Credit Limit

Students may submit a print job or copy a document and afterwards find that their
quota is not enough. As a result, the system may not truncate the job and let it be
printed completely. However, when the balance becomes negative, students
cannot print and copy anymore unless their balance is first restored to positive
status. To do this, they can purchase the additional printing quota as mentioned
in 4.2. After "purchased quota™ is added to the system, it will first be used to settle
the negative balance. That is, students need to “settle” the outstanding balance of
the last printing task first.

4.5. Reactivate the Printing Privilege

e |f a student has graduated or withdrawn or suspended from study, his/her
printing privilege will be terminated.

e Ifthe registration status of a student is not active due to special circumstances,
written support from his/her Dean or Associate/Assistant Dean is required in
order to reactivate his/her printing privileges.

e At the end of each semester, all quota information (including the balance of
"purchased quota") of the non-active account will be removed. We suggest
students to transfer their "purchase quota™ before leaving.

Exceptional Cases Handling

For uncompleted printing job, due to paper jam or printer out of paper or toner low,
students can online submit “Printing Quota Adjustment Application Form”. After
verified, ICTO will refund the printing quota to the student.

To claim the refund for MACAU Pass printing and copying service, user can call or
email to the service provider. Contact information is labeled on the printer.

Note: Users should check the paper level of the subject printer before submitting a
print job or copying. And users should split a large printer job into several



https://webdocs.um.edu.mo/sites/eform/icto/acts/Lists/Printing%20Quota%20Adjustment%20Application/NewForm.aspx
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smaller print jobs to minimize the possibility of inconvenience from a paper
jam/outage.

If you have any queries about using the printing and copying service, please contact our
nearby service desk or visit ICTO Help Desk at Room E5-2085 during office hours or via
email to icto.helpdesk@um.edu.mo during non-office hours.



mailto:icto.helpdesk@um.edu.mo
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