
Quick Guide
Printing, Scanning & Copying at Fulda University

Login 
Enter your login credentials (PIN, username, and password or 

card) and then click OK. 

Printing 

Copying 

Scanning 

In your printer overview, select the printer 

Chipkarten-Kopierer EG & 2.OG 

Your queued print jobs will be printed 

immediately after clicking "Print All". 

Print: Tap the printer icon to print the selected jobs 

Edit: In the print options 

dialog, you can adjust settings 

such as color or B/W, toner-

saving options, 

simplex/duplex, and number 

of copies 

My Jobs: Displays all jobs that can be 

printed, deleted, or edited on the device 

Copy Panel: Opens the native copy screen of 

the multifunction printer. 

Quick Copy: Creates a 1:1 copy of the original 

– quantity: 1.

Scan to Me – Mail: Sends the scan to the e-

mail address of the logged-in user. 

Adjust the scan 

options 

Delete: Tap the trash can icon to delete the selected jobs. 

Log-in to the MyQ Desktop 

Client with your fd No. + 

password. 

The printer driver will be 

installed automatically. 

Open the MyQ Desktop Client 

using the drop-down box in the 

taskbar. 

Top Up Credit 
Go to https://druckguthaben.hs-fulda.de and log in with your 

credentials.  

Click on "Top up credit". 

Load your desired amount via PayPal. 

Optional: Cash top-up available at the CopyShop. 


