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Introduction

Students can apply for refunds for printing at the Recent Print Jobs page using their CIT MyPrints login. The

CIT MyPrints application can only be accessed from CIT computers.

IMPORTANT: There are no refunds for user error. Please read the print copy scan
instructions on the CIT website or ask CIT Staff for assistance before printing.

How to request a refund for print jobs

Follow these steps to view status of recent print jobs and request a refund:

Step

Action

Click on CIT MyPrints User Balance icon on the CIT desktop

7=

CIT MyPrints
LIzer Balance

Login using your Student CIT Number (e.g. CIT123456) and password.

My Prints

Secure Cost Management
Username C|T123456
Password lllllli.

Language English ot

Login

Note: If you have forgotten your password, go to cit.edu.au/passwords

Click on Recent Print Jobs in menu.

Summary

Transaction History

Add Credit Now On-line
How to Print/Copy/Scan
How to Get a CIT Card

Ask a Question

Log Out
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4 Click on request refund link under print job status.

‘= Printed

5 Write the reason for requesting the refund

Refund Request

All refund requests will be reviewed by the administrator.

Job Details

) Time May 7, 2015 3:30:21 PM
[l Pages 9

E, Cost $0.16

]

Document Name Microsoft Word - Test prirfing for refund.docx

i Printer citedprint.cit.edu. au\RD-LEBAS-FX-AP4475
Refund Details
Refund Amount ® Full amount

) Partial amount: 5000

\4

Reason for Request

6 Click the Send button at the bottom of the page.
7 Refund pending will display in print job status information.
Status
= Printed
W) Refund Pending
8 CIT MyPrints Administrator will review application for refund and respond to

your request.
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