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To override a print job:

Use one of the staff-designated laptops, labeled Print Management Laptop. One is located at
the Borrower Services desk the other in the Research and Readers Services staff room
computer cabinet.

Log in to the Chrome browser labeled TBS Portal. The link is: http://10.1.10.20/tbsportal/

Login is staff Password is staff

The default screen is Print. A list of the print jobs will be displayed. Select the print job by
checking the box in the lefthand column.
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Click the button to choose PRINT DELETE OVERRIDE. In the majority of cases, you will
override the job. Click override and a box will pop up asking where to print the job.

Select your preferred printer. The print job will print at the selected printer and the job will clear
from the queue.

This job may be printed at one of several possible printers. Please select a printer from
the list below.
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Log out of the print management program by clicking logout in the top right corner.
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