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←Print single/double-sided using single-sided original manuscript. 
 
*If you wish to print two single-sided pages as double-sided, please 
select double-sided printing during the multi-payment machine 
operation. 

←Print single/double-sided using double-sided original manuscript. 
 
*Use the automatic scanner on the top of the printer to scan your 
double-side document. 

←You can copy both sides of your ID on the same side  

←You can scan your document and email it to your personal mailbox. 
 
 
 
 
 
 
 
 
 
*The NO.3 printer additionally offers the function to scan documents 
and save them to a USB drive.  
*Some USBs may not be recognized. Please ensure it is detected 
before saving. 

For NO.1 & NO.3 black and white printer 
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Instructions 
1. NO.1 & NO.3 printers are only available for black and white printing and copying, use NO.2 when you 

need color-printing. 

2. If the size cannot be identified automatically, please choose A4/A3 manually. 

3. For printing, please get your printing code on the computer beforehand and then pick it up through the 

multi-payment machine. 

4. For copying, please use the copier, then scan your document to the multi-payment machine, and then 

print out.  

5. Rules for enlarging or reducing your document 

● When the size of your document is smaller than A4/A3, it will come out with A4/A3 eventually. 

● When the size of your document is bigger than A4/A3, It will come out with A4/A3 eventually. 

● If you don’t want to change the size, please choose A4 or A3 when scanning. 

 

NO.1、NO.3 black and white printer  

You can only get white copies from these 
machines. 

NO.2 Color-printer 
You can get both white and color copies 
from this machine. 

Multi-payment Machine 

Payment Card Sensor 
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Print single/double-sided using single-sided original manuscript. 

 
1.First put the document you want to copy on the scanner. 
(Please place the document in the scanning area and align it with the top left corner.) 
 
 
 
 
 
 
 
 

2.Select “Copy 影印單面原稿(copy single side)” before scanning your document. 

 
 
3.You can preview your document, press                 to scan the new page. 
 

 
 
4.To delete the whole file, click  
 
 

 
Add/Scan a new page 

Delete the whole file 
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5.To adjust(rotate, delete) a single page, click            to view with multiple pages.  
 
6.Click the page you want to adjust, and then rotate or delete it. 
 

 
 

7.Click “傳送(send)” after checking the whole document, and the document will be sent  

to the multi-payment machine.(As shown in  the picture). 
 
 
 

8.Please use the multi-payment machine, choose “影印服務(copying service)”→choose”掃描影印

(print)”→choose”NO.1_Black” or “NO.3_Black”  
On the payment machine, you can preview again, and all displayed documents will be calculated 
together. If you find any unwanted files, please delete them before calculating the price. 
                    
 

9.After confirming, please click "開始影印(Start Copying)," choose single/double, quantity, A4/A3. 

Machine #1 & #3 is black and white only, do not select color. 
 

 

 

 

 

Rotate your page 

Delete the selected page 

The selected page is with blue frame.  
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10.Once confirmed, select the payment method and proceed by tapping or sensing the payment. 
  

Tap your card here to pay. 
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Print single/double-sided using double-sided original manuscript. 
 
1.Put the document on the Automatic Document Feeder (ADF). 
 
 
 
 
 
 
 
 
 
 

2.Select “Copy 影印雙面原稿(copy double sided)” before scanning your document. 

 
3.Click              to view multiple pages after scanning, and select and adjust your pages.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Rotate the selected page 
Delete the selected 

  Change the order of the pages 

Delete the whole document 
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4.If you want to add a new page, click            after placing your document correctly.  
 

5.Click “傳送(send)” after checking the whole document, and the document will be sent  

to the multi-payment machine.(As shown in  the picture) 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 

6.Please use the multi-payment machine, choose “影印服務(copying service)”→choose”掃描影印

(print)”→choose”NO.1_Black” or “NO.3_Black”  
On the payment machine, you can preview again, and all displayed documents will be calculated 
together. If you find any unwanted files, please delete them before calculating the price. 
                    

7.After confirming, please click "開始列印(Start Copying)," choose single/double, quantity, A4/A3. 

Machine #1 & #3 is black and white only, do not select color. 
 

 
8.Once confirmed, select the payment method and proceed by tapping or sensing the payment 
 
  

 

Add a new page 
 

 

 
Tap your card here to pay. 
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ID Card Copy 
 

1.Select “ID Copy 證件影印(ID Card Copy)” before scanning. 

 
 
 
 
 
 
 
 
2.You can copy both sides of your ID on the same side, and please align your ID with the corner on the left. 
(Keep a slight distance from the frame) 

                 
 

3.Follow the instruction, click “’掃描(scan)” , and scan the first side (front). 

 

4.And then turn over your ID, place it in the same spot, click “掃描(scan)” again. 

Click “完成(Complete)” after both sides are scanned, and the file will be sent to the multi-payment 

machine.(As shown in  the picture) 

 
 

5.Please use the multi-payment machine, choose “影印服務(copying service)”→choose”掃描影印

(print)”→choose”NO.1_Black” or “NO.3_Black”  
On the payment machine, you can preview again, and all displayed documents will be calculated 
together. If you find any unwanted files, please delete them before calculating the price. 
 

6.After confirming, please click "開始列印(Start Copying)," choose single/double, quantity, A4/A3. 

Machine #1 & #3 is black and white only, do not select color. 
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7.Once confirmed, select the payment method and proceed by tapping or sensing the payment 
 
  

 
Tap your card here to pay. 
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Scan to your email (Free) 

You can scan your document and email it to your personal mailbox 
The NO.3 printer additionally offers the function to scan documents and save them to a USB drive.  
 
 
1.Please place your single-sided document correctly on the scanner. You can also use the Automatic 
Document Feeder (ADF) above when you need double-sided scanning.   
 

2.Click “掃描至電子郵件(Scan to your mail)”, and set up your e-mail. (*Check the image at the bottom for 

setup details.) 
 
 
 
 
 
 
 

3.Click “傳送(send)” after scanning completes, and the file would be sent. 

 

 

←Bcc 
  

←Subject 
  

←Sender (Auto) 
  

←Recipients (set up your e-mail) 
  

←Cc 
  

Scan to your email 

←title of the document 
  

↑Send  
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 Scan to your USB (Free)  
*This function is available only on the NO.3 printer. 
 
1.Please insert your USB in the jack (Left side of the NO.3 printer screen) 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.Click “掃描至 USB 磁碟機(Scan to USB)”, and make sure that the USB is readable. 

 
 
 
 
 
 
 
 
3.Please place your single-sided document correctly on the scanner. You can also use the Automatic 
Document Feeder (ADF) above when you need double-sided scanning.   
 

4.Click “儲存(save)” after scanning completes, and the file would be sent to your USB. 

 
  

  USB 插孔

→ 
 

←USB name 
(Auto) 
  ←title of the 

document 
  

↑Save 
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←Print single/double-sided using single-sided original manuscript. 
 
*If you wish to print two single-sided pages as double-sided, please select 
double-sided printing during the multi-payment machine operation. 

←Print single/double-sided using double-sided original manuscript. 
 
*Use the automatic scanner on the top of the printer to scan your 
double-side document. 

←You can scan your document and email it to your personal 
mailbox. 
 

For NO.2 color-printer 
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Print single/double-sided using single-sided original manuscript. 
1.First put the document you want to copy on the scanner. 
(Please place the document in the scanning area and align it with the top left corner.) 
 
 
 
 
 
 
 
 

2.Select “Copy 單面(copy single side)” before scanning your document. 

 
 
 
 
 
 
 
 
 

3.If there is another page, click “是(Yes)"→“開始掃描(start scanning)” after placing your document 

correctly. 

Once the scanning is done, click"否(No)”→the document will be sent to the multi-payment machine.(As 

shown in the picture) 
 
 
 
 
 
 
 

4.If the size cannot be identified, click “掃描設定(scan settings)” and find the “掃描區域(scanning area)” 

Choose A4 or A3, click “確定(ok)”. 

       
 
 

5.Please use the multi-payment machine, choose “影印服務(copying service)”→choose”掃描影印

(print)”→choose”NO.2_Color” 
On the payment machine, you can preview again, and all displayed documents will be calculated 
together. If you find any unwanted files, please delete them before calculating the price. 
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6.After confirming, please click "開始列印(Start Copying)," choose single/double, quantity, A4/A3.  

 
 
7.Once confirmed, select the payment method and proceed by tapping or sensing the payment. 
  

Tap your card here to pay.  
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Print single/double-sided using double-sided original manuscript. 
 
1.Put the document on the Automatic Document Feeder (ADF). 
 
 
 
 
 
 
 
 
 

2.Click “Copy 雙面(Copy both sides)”, and the scanning will start automatically. 

The document will be sent to the multi-payment machine after you complete.(As shown in the picture) 
 
 
 
 
 
 
 
 
 

3.Please use the multi-payment machine, choose “影印服務(copying service)”→choose”掃描影印

(print)”→choose”NO.2_Color” 
On the payment machine, you can preview again, and all displayed documents will be calculated 
together. If you find any unwanted files, please delete them before calculating the price. 
                    

4.After confirming, please click "開始列印(Start Copying)," choose single/double, quantity, A4/A3.  

 
 
5.Once confirmed, select the payment method and proceed by tapping or sensing the payment. 
 
 
 
 
 
 
 
  

 
Tap your card here to pay. 
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Color copying for ID Card 
 
1.You can copy both sides of your ID on the same side with colors, and please align your ID with the corner 
on the left. (Keep a slight distance from the frame) 

Use “Copy 單面(copy single side)” →"掃描設定(scan settings)"→"掃描區域(scanning area)"→ A4 

(Horizontal) 

      
 

2.And then turn over your ID, place it in the same spot, click “掃描(scan)” again. 

The document will be sent to the multi-payment machine after you complete.(As shown in the picture) 
 
 

3.Please use the multi-payment machine, choose “影印服務(copying service)”→choose”掃描影印

(print)”→choose”NO.2_證件 Copy” 

On the payment machine, you can preview again, and all displayed documents will be calculated 
together. If you find any unwanted files, please delete them before calculating the price. 
 
 
 
 
 
 
 
                    

4.After confirming, please click "開始列印(Start Copying)," choose single/double, quantity, A4/A3.  

 
 
5.Once confirmed, select the payment method and proceed by tapping or sensing the payment. 
 
 
 

 

 

 

**choose A4(Horizon) 

 
Tap your card here to pay.  
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Scan to your email(Free) 

 

1.Please place your single-sided document correctly on the scanner. You can also use the Automatic 

Document Feeder (ADF) above when you need double-sided scanning. 

Choose “電子郵件(email)”, click the 鍵盤(keyboard) and type in your email. 

 

2.Click “確定(ok)” after typing in your email. 

 

3.The machine will start working after clicking “傳送(send)”. And then you can keep scanning. 

 
4.The scanning will be sent once the scanning is completed. 
The attached file is limited with this machine, so DO NOT scan too many documents at once or set higher 
resolution. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

↓鍵盤(keyboard) 

↑電子郵件(email) 

↑輸入電子郵件(type in your email) 

↑傳送(send) ↑確定(ok) 
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Cloud Printing 
*DO NOT USE when the document is huge or with lots of pictures. 
1.You can upload them on to the cloud first by line or email (PDF, JPG, JPEG, PNG, GIF, BMP are all 
supported) 
 
 
 
 
 
 
 
 Line ID @977mthus to your line friends. (Or scan the QRcode below) 
Send the document to the chat, the print code reply will be valid for three days. 

 
 

 e-mail：123cloudprint@gmail.com，Send an attached mail then you can get a print code reply. 

 
2.Go to the multi-payment machine(1F copy room) (As shown in the picture) 

3.Click “自助雲端平台(Cloud Printing)” 

 
 
 
 
 
 

←漫遊碼(Print Code)  

 
←漫遊碼(Print Code) 

mailto:123cloudprint@gmail.com
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4.Select the way you uploaded your files (by email or by line), and then type in the print code. 

 
 
 
 
5.Wait for the document download, and preview it after downloading, or delete the unnecessary ones. 

Click ”開始影印(start printing)” to set up for color/sides/amount. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.Once confirmed, select the payment method and proceed by tapping or sensing the payment. 
 
 
 
 
 
 
 
  

Type in the print code (6 letters) Select the way you uploaded the files 

←Preview Delete→ 

↑Start printing 

Start printing (can preview files 
after download) 

Set up 

 

Tap your card here to pay. 
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Print by Computer(1F copy room) 
* Please connect to the Internet first to assure the successful document delivery. 

 

1.Click on the "登入網路(Connect to Network)" hyperlink on the computer desktop, and connect to the 

network using your school Wi-Fi/email account credentials. (The computer is in the 1F copy room.) 

 
 
 
 
 
2.NO.1 & NO.3  is for black and white print, and NO.2 can be both color-print and white-print.  

Set the single/double side, the amount, and click “列印(Print)”. 

 
 
 
 

3.Open the 自助列印平台(self-service printing platform)(the green printer icon on the computer 

desktop), and wait for the document. 

You can print multiple documents at once. Check the document status and click “我要取件(Get Printing 

Code)”. The printing code will appear automatically. 

Clearing the documents(清除文件) will delete all pending documents. 
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4.Please go and use the multi-payment machine(as shown in the picture) after getting the code. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Close the platform 

Get printing 
code 

 Delete all the 
files 

 
 

 

↓Verify the selected documents and the price. 
 

 ←Total printing cost amount. 

←Printing Code(please remember it) 
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5.Choose “列印服務(Print)”, insert the "取件碼(printing code)" and press “確定(ok)". And choose the 

payment method to pay. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.Once confirmed, select the payment method and proceed by tapping or sensing the payment. 
 
 
 
 
 
 
 
 

  

 

  

 
Tap your card here to pay. 
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Online Customer Service  
If you need a refund, please keep the receipt and contact online customer service. 
If you have any questions about the machines, please contact online customer service. 
 

 
 
 
 
 


