Guidelines to making photocopies in the Library
Step 1:
Charge your student number with credit
· Go to the cashier (main campus) and pay an amount (not less than N$10) you would like to be credited on your student number for photocopies.

Step 2:
 Create an account

· Take the receipt you received from the cashier for photocopy credit and your student card to the Internet Café in the Library.

· The staff member at the Internet Café will create an account for you and load your photocopy credit.

· After this you will be able to make photocopies at any photocopier allocated to students in the Library.

Step 3:
 How to make copies?

· Press F1 on the small brown keyboard next to the photocopy machine.

· Type in your student number and press Enter.

· Type in your PIN number and press Enter.

· Your credit will show on the screen of the small brown keyboard.
· VERY IMPORTANT!  After completing your photocopying, wait until the small brown keyboard no longer displays your credit.  If you forget someone might be able to make copies using your credit.

· Photocopies are made at your own risk.
