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Equitrac Pay-for-Print Application Instructions 

1. When you select the print option in 
an application, you will see a  
window like the one shown at the 
right. To print using Equitrac: 

 
A. Select the page size,  

example: Letter 
 

B. Select Orientation 
 

C. Select which pages to print 
 

D. Select number of copies 
 

E. Select one-sided or duplex 
(two sided) NOTE: The  
default in most labs is duplex) 
 

F. Click on Print 
 

 
NOTE: The Equitrac printers are set to 
print in black and white by  
default. You can select to print in 
Color, by going to Properties or  
Preferences depending on the printer. 
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2. If you are printing from an instructor station, you can bill your print job to any department billing code that is  
assigned to you by following these steps: 

 
A. If you know your billing code number, enter it and then click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 

B. The window at the right will open with details  
about the print job’s cost.  
 
 
 
 
 
 
 
Click on Accept to print the job. Your job will  
be sent to the printer. 
 
Click on Delete if you do not wish to print. 
 
 
 

 

NOTE: Full-time faculty and full-time and part-time 

staff will use their department four digit billing codes. 

Adjunct faculty will use the 0115 billing code.  
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C. You can search for the billing code if you do not know it by clicking on the Magnifying Glass 
 
 
 
 
 
 
 
 
 
 
 
 

D. Enter your search criteria and click  on Search 
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E. In the search results, highlight the billing code that you wish to charge to and click on OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
F. Click  on OK and then Accept  
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NOTE: If you wish to use Tartan Cash to pay for your 
print job at the instructor station, use the drop-down 
arrow to select the blank line. See the image at right 
 
Then click on OK.  See below: 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
     
 
 
     Then click on Accept 
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3. If you are printing from other locations such as 
the library or a campus lab, the window shown 
at the right will open. 

 
A. Click on the down arrow to the right of 

Account Information.  
 
There are two options to pay for your 
prints. 
 

B. You have a set amount of free prints 
provided to you by the College.  
 
This amount is listed next to your 
name. Highlight this choice to use free 
prints to pay for your printing. 
 

C. NOTE: After you have used all of your 
free prints, you must pay for printing  
using cash added to your Tartan card.  
 
This amount is listed next to Tartan 
Cash. Highlight this choice to use Tartan 
Cash to pay for your printing. 
 

 
NOTE: The balances shown under Free Prints 
and Tartan Cash are balances before your  
current print job 
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4. After you have chosen your payment 
choice, click on Accept 
 
 

Details shows the total number 
and type of pages printed  
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5. If you decide that you want to cancel your print job, 
click on Delete 
 
 
 
 
 
 
Then click on Yes 

IMPORTANT: Be sure to log out of 
the PC when you are finished or  
another user can access your  
account and use your Free Prints or 
Tartan Cash to print!!! 
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Equitrac Doesn’t Do Partial Print Jobs 
 
If you do not have enough funds to complete your entire print job, Equitrac will not send the print job to the printer.  
 
Example: You have $.20 in funds (either Free Prints or Tartan Cash) but the total cost of your print job is $.50. 
Equitrac will not print $.20 worth of pages. The entire job will be removed from the printer queue.  
 
You may see the screen below if you do not have enough funds to print your entire print job: 

Solution: Start another print job and choose another account to use to pay for your print job, for instance choose 
Tartan Cash instead of Free Prints.  
 
NOTE: If you have no Free Prints or Tartan Cash funds either, you will need to add funds to your Tartan Cash to 
print. 
 
NOTE: Only Sinclair Students have Free Prints. 
  
If you have questions and are using a lab PC, contact the Lab Staff. 
 
If you have questions and are using a classroom PC, contact the IT Help Desk at 937-512-HELP (4357)  
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Some important notes about using Equitrac 
 
 Be sure to review all your print jobs before printing 

 
 Make sure you have available funds to print 

 
 Select the print jobs that you wish to print and click Accept 

 
 When printing double-sided (duplex) jobs with an odd number of pages in Microsoft Word 2007 and in Internet 

Explorer, both programs have an error that rounds the number of pages up by one. This results in an added 
cost of an extra $.04 due to the Microsoft error 
 

 Sinclair students are provided with $7.50 in free prints to offset the charges of printing in the   
Equitrac system only.  
 

 Information about Equitrac refunds is at:  
http://www.sinclair.edu/about/offices/its/pub/flyers/equrefs.pdf 
 

 Printing costs are detailed in the table at: http://www.sinclair.edu/about/offices/its/pub/flyers/equCosts.pdf 
 

 NOTE: If you have any problems using Equitrac, please contact the lab staff 
 

 
 
 
 
 

http://www.sinclair.edu/about/offices/its/pub/flyers/equrefs.pdf
http://www.sinclair.edu/about/offices/its/pub/flyers/equCosts.pdf
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To access information about your Equitrac account, 
go to equitrac.sinclair.edu 
 
NOTE: You will need to login into the 
site with your Sinclair username and 
password 
 
 
 
 
You will see the screen below: 
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To change your Equitrac  
password, select  
Change Copier Password  and 
follow the instructions on the 
screen. 
 
 
 
 
 
 
 
 
 
 
Click on Check Balance. Your Tartan Card Balance can be found by clicking on the link at the bottom of the 
screen and logging into the Tartan Card system. 
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You can also access detailed account activity by selected Check Activity 

Be sure to click on Logout and close your browser window when you are finished using the site 

For questions or additional information, contact the IT Help Desk at 937-512-HELP (4357) or at  
helpdesk@sinclair.edu 


