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GoPrint – Setting Up An Account

Find the GoPrint icon on the 
task bar (bottom right) of 
student lab computers

Right click. Select “Open”

When the GoPrint dialog box 
appears, enter an email address 
in the box under “Sign Up”

Click the “Sign Up” button

Create a login ID and fill in the 
other information.

Click the “Create” button
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Click “Add Value” to add money 
to your account

Log in with your email and newly 
created password.

Click “Sign In”

Enter the amount – between 
$2.00 and $20.00.

Click the “Continue” button
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Click “Confirm”

Enter your credit or debit card 
information. Click “Continue”

Print jobs will be seen at the left 
of your GoPrint dialog box.  Click 
the check box next to the print 
job.  
Click the “Print” button.

Your job will be sent to the 
printer and the appropriate 
amount will be deducted from 
your account
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To see video instructions, please click here or click play (arrow at bottom 
left) on the graphic below.  Please note that the video also includes 
instructions on how to add value using cash instead of a credit or debit card 
(see the last part of the video)

http://nlcms.alamo.edu/Mediasite/Play/d80c3b61768b46ebb230b85ab81d1aa21d

