Queen’s Register of Support Providers
Photocopying Cards: Guidance Notes

Your photocopying card is to give you access to photocopiers around the campus to allow you to copy your Work Records and related documents to ensure that you keep accurate records of the hours you have completed with your student(s).  As a small “thank you” for all good work you do with our students, each card comes with £5 worth of complementary credit.  
Using Your Photocopying Card (no PIN required)
· Insert the card into the reader machine with the number side up and the red ‘Visitor’ bar in the machine.
· You will hear a bleep.  The reader will say ‘A moment please’ and your balance will be displayed briefly.  If you have added funds recently using a debit/credit card, it will say ‘Card being updated’ as the new funds are added to your card.
· Press the ‘Start’ button on the copier to commence photocopying.  Please note that the copier in the SGC foyer can be temperamental.  If the photocopier says “No matching paper size”, pull out paper drawer 1 and close it again to commence the copying process.
· As you copy, your balance will update after every sheet is copied.  The cost per A4 sheet is 5p.

· When you have finished photocopying, make sure you press the red ‘Stop’ key.  You will hear a bleep but only when you see “Ready, please take your card” on the display and you have heard a second, longer bleep is it safe to remove your card.
· If you remove your card too early, you will hear a bleeping noise and the screen will advise “Insert card or lose money”.  If your card is not re-inserted in time, you will lose 5p.
· To check the balance on your card, place the card in the reader and press the green ‘OK’ button.  Once you have read the balance, make sure you press the red ‘Stop’ button and wait for the requisite bleep before removing your card.

Topping Up

Once your complementary credit has been used, you may top up your card at the cash upload machines near to the print/photocopying facilities in the central McClay Library or in the Biomedical Library, Medical Biology Centre (MBC), 97 Lisburn Road, Belfast.  
The instructions for topping up your card are printed on the machines.  Please follow the instructions carefully and make sure that you do not remove your card until it has been fully updated.  If you experience any problems, please ask a member of the Library staff for assistance.

Please note that only those with Library passes will be able to access the machines in McClay Library.  Passes for the McClay Library can only be issued to Support Providers currently working with students in a Tutor/Library Assistant/Campus Assistant capacity who, as part of their support role(s), require access to the McClay Library facilities.  Passes are not required for the Biomedical Library in the MBC so if you do not have a pass for the McClay Library, you may top up your card there.
Lost Cards

Please look after your card carefully.  Lost cards should, in theory, be returned to the McClay Library so please make sure that you keep a note of your card number and in the event of loss, contact the McClay Library directly on 028 9097 6322 or at library@qub.ac.uk.  
If you have been unable to locate your card, please contact Queen’s Register of Support Providers.  We will be able to issue you with a new card onto which credit may be uploaded but please note that we will not be able to replace the credit that was on your card.
Queries

If you have any other queries, please contact us at:

Queen’s Register of Support Providers 

Disability Services

Student Guidance Centre
Queen’s University Belfast, BT7 1NN.  

Tel: 028 9097 3610/ 028 90 972727
Email: nmhregister@qub.ac.uk
Web: www.qub.ac.uk/directorates/sgc/disability/SupportProviders/
