
  

Guidelines for working with multi-function devices (MFD)  
at the RSU library (16 Dzirciema iela) 

 

1. There are multi-function devices (MFD) HP COLOR LASER JET available at the 
reading-room that operate in self-service mode for printing, copying and 
scanning. 

2. In order to start work with MFD, make an advance payment in the amount 
of EUR 1, 2, 3, 4, 5, etc. at the library cash-desk that is located on the first 
floor of the Open Access Loan. Minimum amount of payment is EUR 1.  
Money paid in advance will not be returned. 

3. Present your student ID card at the cash-desk and afterwards it is activated 
for work with MFDs. 

4. Money for print and copy works on MFDs is automatically deducted from 
the advance payment according to the price list.  

5. Send works for printing from any of the computers that are located in the 
reading-room. Before printing carefully check printing parameters – page 
size, number of copies, one-sided or two-sided, colour or black and white 
printout etc.  
For black and white printouts select printer  
RSU Print B&W rsuprint02, for colour printouts select printer  
RSU Print Color on rsuprint02. 

6. In order to approve printing, enter your ID number in the authentication 
box, for example, 123456 where 123456 is your e-studies number. The guest 
card holders enter the number of their card, for example, B000000. After 
password validation, works are sent for printing on MFD where they remain 
for 12 hours. Printing can be done on any of the three MFDs. 

7. In order to operate with MFD, place your student ID at the card reader. 
Afterwards find your name, surname and the remaining amount paid in 
advance on the upper part of the window. Select appropriate option – 
printing, copying or scanning. Set up options for copying and scanning, 
whereas, options for printing have been set on the computer from which 
works were sent for printing. Action should be initiated within 10 sec. from 
the moment of the opening of the window.  

8. Scanned materials are sent to your e-mail address. Address of the sender is 
default and it cannot be changed. Scanned materials will be sent to your     
e-mail address provided by RSU. 

9. When finishing, place your student ID at the card reader once more in order 
to confirm the exit from the system. 

10. If the student’s ID card is changed students must arrive at the library       
cash-desk to activate the new card and transfer the money from the old 
card. 

mailto:123456@STUDENTS.RSU.LAN

