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ePrinter and Desktop Printer Policy
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This document specifies The Tianjin Juilliard School’s (TJS) policy (“Policy”) regarding
deployment of ePrinter and Desktop Printer Policy. With opening up our newly campus, we will
have significant increase in the number of printers across all departments with attendant cost,
overhead and environmental implications.
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Specifically, this Policy governs who is eligible for desktop printer and it applies to all faculty,
staff and student. Only IT Department-approved printers may be used at TJS. In addition, all
printers must be connected to the IT network to facilitate proper management and servicing.
Prior approval by the IT Department is always required before connecting any device to the IT
network.
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ePrinter Policy and Usage
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ePrinter Goals:

BFITEHAR :
e Protect the environment
R

e Save money for TJS
N RBRHFIL 2 B 17 A B A

e Eliminate unnecessary printing and copying
RS ERNFTENME

e Improve security when printing sensitive documents
TR 4  REReH

e Provide convenient printing options to TJS community at centralized locations to reduce
use (and cost) of personal printers

Er Ot QAFRA R RESENITNEE , NTED NN ASTEHBER ( RRA )

ePrinter in Brief:
B8 73T EDALIET AT

e With ePrint, you provide your ID when you print from your PC, and then swipe your
badge at a designated ePrinter to get your pages.

MEBRHEITERE FITENRY , FERM ID , REEEENEFITEH LRI-FLEREUTE,

e ePrinting improves document security and prevents print outs from getting lost or
misplaced. For example, if a printer has a long print job in front of yours in the queue,
and your job comes out when you are not physically at the printer, your print outs could
be accidentally misplaced or viewed by unintended readers.
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e ePrint improves copying as well. You must swipe to copy, making everyone accountable
for the copies they make.
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Advantages of ePrinting:
BFITENHLRAES -
e Paper will eject only when a person is present (and swipes a badge)
REIAB AT (R ) B, HEKF 2,
e Default settings of double-sided and black-and-white (B+W) printing provide an eco-
friendly option.
FINRE N IXE T DA B B 4T DR B R R IMRAVIER
e After pressing “print” from a PC, users can still change their mind, and choose not print
to paper
EMEMBR ERETEE , AP A AREIED , EFERBEILKITE,

e ePrinting is more convenient because users can print from any of the many printers on
campus.
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e If any one printer is out of service, users can simply walk to another ePrint location and
print from there.
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ePrint Allowance for Faculty and Staff:
MR AT A R $TENAMED

e Currently, all faculty and staff enjoy a printing quota of unlimited number of pages at no
charge. This policy is subject to change.

BEl , BRI IZERBZTRELBITH, HIBR2BERFER AR,
e Reports will be available to analyze departmental usage on a monthly basis.
B AFRMRE U WEIERER
e Reports will show the costs of printing and copying, with a breakdown of usage for color
/ B+W printing
BREFERITENME DA | FHHHEIT/ B AITENALH

e At afuture date to be announced, printing charges will be redirected and allocated to
each department.
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ePrint Allowance for Student:
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At the beginning of each semester, students will be given an ePrint allowance of 50
RMB.

BNFHNTTSR , FHERIRE 50 T ARMWEB FITENRMD,
This allowance yields 500 sheets of B+W printing or copying. The cost of B+W

printing is 0.1 RMB per sheet. Note: the above number refers to “sheets” of paper,
not “pages” of contents.
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The cost of color printing or copying is 1 RMB per sheet. The allowance of 50 RMB
yields 50 sheets of color printing or copying, 10 times fewer than B+W prints.
FEITHH 1 T—KZAMETAT 50 kEBITHNHE N, W BEITEDRAEH 10 15,
At the end of each semester, the unused allowance will expire. At the beginning the
following semester, the allowance will be reset to 50 RMB for each student.
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If students use up their allowance and wish to top up, they can go to the Finance
Office to purchase additional credit, present the receipt to IT Office, and the
additional amount will be credited to their allowance. At the end of the semester,
any unused top-up credit will be cancelled and will not be rolled over to the next
semester.
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Comparison between Color and B+W printing:

FHE5RATEONLL:

Color prints will cost 10 times as much as B+W prints.
FATHR AN BEITEHN 15,
o For faculty and staff there are currently no charges to departments, but the

monthly usage report will be reflect the expense of color versus B+W
printing. B+W printing is strongly recommended where possible.
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Double-sided compared to Single-sided:

TXE 4T N5 S T DR L

Charges are calculated by the number of sheets, not by the name of pages. (Printing
a two-page document on two sheets of paper costs twice as much as printing on a
double-sided single sheet of paper.).Double-sided printing is strongly recommended.
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Requests for Printing Services and Repairs

FTENNR S5 e HEfz 1 R

e Requests for connectivity to ePrinter should be made to the IT Department via the
submission of a Service Desk ticket (helpdesk-it@tianjinjuilliard.edu.cn).

MBI RS & RHEM T 8517142 HEE S B 73T ENALAY 1B KR (helpdesk-

it@tianjinjuilliard.edu.cn),

e All ePrinter must be connected to TJS network to ensure proper management and
servicing.
FRE B FITENAFUE RSB R IBRA L FFRMLE , UBRRZINEENRS.

e All equipment connected to TJS IT network (inclusive of all printers) require prior
approval by the IT Department before such devices are purchased and prior to
implementing network connectivity.

EMERAEEZIIRBRFAL F IT MENREMBTREERZE A ( BEAEITH
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e All ePrinter will be set to black-and-white and double-sided printing as the default
print configuration.
PR BT ENHL 4 BRIAR B 0 R 5 FIXE T

e Departments requiring additional printers should submit such requests to the IT
Department in writing, ideally during the regular budget cycle.

EEFIMTENN IR BRAPEALRNRRS ITHI] , KREFEEEME RS
e Exceptions to this Policy must be made in writing and be supported by the relevant
Department Head. Each case will be considered on its individual merits in

consultation with the Office of Finance and Office of Human Resource, and in
consideration of available resources.
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Desktop Printer Policy and Usage
SEITEHLBUER R 6

Desktop Printer Eligibility Criteria:
KEFTEHEBITHE

Only staff members in the following positions are eligible to be assigned a desktop printer:
PHBETIIRUNITRART BEERERAEXITEN
e Members of senior staff or department heads.
SREBARSIIIEE,
e Positions requiring significant printing of sensitive and confidential documents, e.g.,
HR-related information, salary.
FERETHNHBMNEHNIRMY , WA DRFHEXEERE. FR%,
e Positions requiring specialized printing capabilities, e.g., public relationship,
marketing, production.
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Printing Services and Use of Desktop Printers
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e Individuals who require printing services and do not qualify for access to a desktop
printer will be connected to the nearest ePrinter.

EETHNRS BETFE AT ENRGNN AR HEZSRITH B FIT L.
e New employees will be connected to the nearest ePrinter as part of the standard IT
setup during the onboarding process.
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e TIJS-purchased IT equipment including desktop printers must be returned to the IT
Department when the assigned user is no longer employed or affiliated with the TJS.

EEAPTBERAFTBERETRERALZRE , FEMUENITRE (ZEANITH
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e The Office of Human Resource should be contacted by the relevant department as soon
as it is known an employee will be leaving, who will then notify IT Department of the

imminent departure. This equipment will appropriately sanitized (if applicable) and
repurposed for use by other users based on the needs of TJS.

—BEMATHESR , AXBINMEEALRBEDLZRR , RAEEH T . Z%
REFFELHES (WER ) , HREXREFAL*EREEMARARUMAHBAF £
o

e TJS-purchased IT equipment may not be transferred to another employee or TJS affiliate
without pre-approval by the IT Department.
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e TJS-purchased IT equipment that is no longer functional or is no longer of use must be
returned to the IT Department where it will be repaired, redistributed or
properly/securely decommissioned and disposed.

REHFFMLFHRMENEHERTEERN IT RELTURES 1T ZBIIABTHEE, FH
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Questions regarding all printer requests, purchases and/or the TJS Printer Policy may be
directed to the IT Department email at helpdesk-it@tianjinjuilliard.edu.cn

FRBEEXITENYER, BWXA/HRBERFLZEITENHNBRNRE , HAEBFHREZITE :
helpdesk-it@tianjinjuilliard.edu.cn

Additional materials are available that is of interest to IT. Also, additional information will be
included on the Web on how to install printers.
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