B a8 Cornerstone Library
|| —— Churchtown

A place for everyone

Our Digital Services

Print, get online and get things done — everyone welcome

Our library is a friendly place to print your documents and get online. Whether you have popped in to print a
form, check your email or fill something in, our computers and printer are here for you. Here is everything
you can do with us.

What you can do here

Get online on our library computers

Use one of our public computers to browse the internet, check your email, look things up, apply for jobs
and fill in online forms. When you are finished you can print straight from the screen.

Good for: Anyone who wants to get online. No booking needed, just come in.

Print from a USB stick

Bring your files on a USB stick (pen drive) and print them with us. We can print Word, PDF and
PowerPoint files directly from the stick.

Good for: Anyone who already has their documents saved on a USB stick.

Print from your own phone or laptop

No USB stick? No problem. Connect your phone or laptop directly to our printer over Wi-Fi and print your
documents on the spot. There is a step-by-step guide overleaf.

Good for: Anyone with a phone or laptop — a quick and easy way to print.

If you need a hand

Not sure where to start? Do ask whoever is on duty. Our volunteers help where they can, though
experience varies and we cannot promise help with every device. The guide overleaf covers the questions
we are asked most often.

Good for: Everyone. Never be afraid to ask, and please bear with us.
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Printing from your phone or laptop — how to print

Print from your phone, tablet or laptop:

Open what you want to print.

Tap Share or Menu, then choose Print.

Choose the printer: DIRECT-4i LibraryXerox C325

If you cannot see it, open your Wi-Fi settings and join the network below.
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Network: DIRECT-4i LibraryXerox C325

The password is available in the library

If you get stuck, do ask. We will help if we can.

Scanning

Email your scan or save it to a USB stick
When you scan a document you do not have to print it. On the printer screen you can choose to:

e email the file to yourself, by typing in your email address
e save it to a USB stick, by plugging your stick in

Using our computers

Our computers are shared by lots of people, so we ask everyone to use them respectfully and lawfully. Please
do not:

e access illegal or harmful material

e change the computer settings

e install software or browser extensions

e open anyone else’s accounts or files

e use the computers in a way that disturbs other people

We may have to end a session if equipment is misused or used inappropriately.

Good to know

For everyone’s privacy and security, our public computers keep no personal files or browsing history between
visits, so you can use them with peace of mind. This means anything you save on the computer is cleared at
the end of your session, so please save your work to a USB stick or email it to yourself before you finish.
Library staff have their own separate login for office tasks.

Thank you for helping us keep the library safe, welcoming and respectful for everyone.
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