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9. You have the option to enter Activity and Location codes. If your Unit does not use
these, leave as is - a series of six zeros '000000".

10. If you would like this FOAPAL to be set up as the default for uPrint charges, check the Default
FOAPAL box.

Note: There can only be one default FOAPAL.

11. In the Tag field, you may enter any combination of characters (alphabetic and/or numeric)
that will help to identify the FOAPAL to charge on the uPrint device Account screen. If left
blank, the Fund-Activity-Location set of codes for the FOAPAL string will be displayed. No
other textual description will appear on the uPrint device Account screen to identify the
FOAPALs assigned to the user's profile.

12. If needed, enter a Termination date in the format "DD-MON-YYYY" or use the calendar icon.
Note: If you decide to enter a termination date, the user may not be able to print/copy on
any uPrint device after that date.

13. If Activity and Location codes were entered, and you would like to see the descriptions
associated to the codes before submitting the form, click the Refresh button.

Clicking the Cancel button will bring you back to the main screen of this menu option and the
FOAPAL will not be assigned to the user's profile.

14. Click the Submit button.

o You will return to the main screen of this menu option and the following message will
appear under the Fund Code field - "The FOAPAL record was successfully added".

o Asummary table of all assigned FOAPALs will be displayed.
Note: Once a FOAPAL has been assigned to a user, the changes will only appear on
the device's Account screen after the next data update period. These occur daily
(Monday to Friday, excluding holidays) at 6am, 10am, 1pm and 4pm.

How to assign a uPrint Card Badge ID to users who do not have a McGill ID card

Note: A Badge ID is not required for regular academic staff and administrative and support staff.
This applies only to Active casual staff or externals (contract staff) who have been assigned a McGill
Username but do not have a McGill Staff ID card. They may be associated with a uPrint card for
quick access to the uPrint devices.

Note: A FOAPAL must first be assigned to a person before a uPrint card Badge ID may be assigned.
Follow the steps above. Once a FOAPAL is assigned, follow these steps:

1. Enter the 9 digit ID number in the McGill ID field. Click on the magnifying glass icon if the
McGill ID is not known.
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6. Click the Submit button.
Note: Once a Badge ID has been associated with a user, it will only be usable after the next
data update period. These occur daily (Monday to Friday, excluding holidays) at 6am, 10am,
1pm and 4pm.

How to view/update/delete FOAPALs assigned to Users
1. Enter the 9 digit ID number in the McGill ID field.

2. Click the LIST button.
A summary table of all assigned FOAPALs will be displayed.

3. Use the icons (under the Order and Action columns) to make changes. See the table below
for further explanations:

Field Name Explanation

Tag Created when a FOAPAL is assigned to a user - used to help identify the
FOAPAL to charge on the uPrint device Account screen.

If no "Tag" was entered when the record was created, the Fund-Activity-
Location set of codes for the FOAPAL string will be displayed.

To make changes, use the edit icon.

Default "Y" indicates that this is the default FOAPAL assigned to the user
for uPrint charges.
There can only be one default FOAPAL.
To make changes, use the edit icon.
When multiple FOAPALSs are assigned to a user,
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3. Use the icons (under the Action column) to make changes. See the table below for further

explanations:

Field Name |Explanation
Password |"Y" indicates that that there will be no prompt to enter a password when
Waived swiping the card at any uPrint device.
If the field is blank, it indicates that the option "PSWD Not Waived" was
selected when assigning the uPrint card.
To make changes, use the edit icon.
Action Edit icon: Allows you to choose whether or not to waive the password by
selecting the radio button under the desired action.
(o}
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