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PRINT

YOUR COPY/ PRINT SOLUTION

ACEPrint is NOVA’s printing, copying, and scanning
solution for Faculty, Staff, Students, and Guests!

ACEPrint lets you submit print jobs from any device
(laptop, tablet, mobile) and pick them up from any
ACEPrint device on any campus.

NOTE: If your print job will exceed

_ _ O 703-323-3292
150 pages, please consider using @

NOVA Print Services for a better rate. EUDTRESERICESEnuECe sy

HOW DO | ... ENROLL IN ACEPRINT?

STUDENTS FACULTY & GUESTS

Students are enrolled in STAFF Guests need to obtain
ACEprint within 15 Faculty and Staff are a guest card, create
minutes after they are enrolled in ACEprint account and add funds.

issued a NOVAcard within 15 minutes after

Don’t have a NOVACard they are issued a Clrsits wlll meeel o

v FreniEen Neveeed NOVAcard. contact NOVACard office
lelsilia e e by e at 703-764-7759 to link

Campus NOVACard their guest card with guest

. account.
office.

Visit www.nvcc.edu/aceprint
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ACEPRINT

YOUR COPY/ PRINT SOLUTION

HOW DO | ... SUBMIT DOCUMENTS?

FROM A CAMPUS PC
1. Select File > Print. EEII]

2. Select an ACEPrint print

driver: Either ACEPrint BW or

ACEPrint Color.

3. Click Print. Printer

4. Enter your myNOVA or
Canvas Account username and "% Ready

Printer Propertie

password.
5. Click Print.

A pop-up confirming your FROM YOUR EMAIL

submission should appear.
6. Use your NOVACard at any
ACEPrint printer and follow the

1. Send an email to
ACEPrintMobile@NVCC.edu
with your document(s)

prompts to release your
attached. Students send from

document(s).
their student email address,
Faculty & Staff send from their
NVCC email address.
i 2. Click Send.

3. Use your NOVACard at any
Pct: My Document ACEPrint printer and follow the

My Document o

prompts to release your
document(s).

Supported formats: Word,
Excel, PPT, PDF, Images (JPG,
TIFF, GIF, BMP), text (CSV, RTF,
TXT), and Visio.

Sent from my iPhone
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@ ACEPRINT

EEWATE  YOUR COPY/ PRINT SOLUTION

FROM MY PRINT CENTER

1. Go to ACEPrint.nvcc.edu.

2. Log in using your myNOVA or
Canvas Account username and
password.

Note: If you are a guest and
have already created a guest
account, please contact us at
703.764.7759 to associate your
guest account with your guest
card.

3. Select the Job List tab.

.‘IIE.IiT:ITﬂ;I;'u:i d \ [ ‘ F |J I' 1 I 1

Job List  Activity

13 Refresh

4. Click Upload and select your
document(s).

Supported formats: Word,
Excel, PPT, PDF, Images, (JPG,
TIFF, GIF, BMP), CSV, RFT, TXT
and Visio.

5. Select your print options by
clicking the box next to your
document, and editing the
options from Print Options in
the bottom right.

6. Use your NOVACard at any
ACEPrint printer and follow the
prompts to release your

document(s).

Print options :

Color:

Sides:

Page range:

B Pages per
IJJ Copies:
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ACEPRINT

YOUR COPY/ PRINT SOLUTION

FROM THE PHAROS APP

1. Download the Pharos Print
app from the app store.

2. In the Pharos Print app, enter
the following info and click
Connect. Server address=
Aceprint.nvcc.edu

Port =443

3. Enter your username &
password and log in.

Students use VCCS/myNOVA
login. Employees use NVCC
login.

4. Click Upload and select your
document(s).

Supported formats: Word,
Excel, PPT, PDF, Images, (JPG,
TIFF, GIF, BMP), CSV, RFT, TXT

and Visio.

O Pri . .
==0= Print options :

= Payment method :

H $0.00 Total available funds

5. NOTE: Faculty & staff must
select either their personal
NOVACard (ACES), or their
department code BEFORE
releasing the print job.

To do this, click My Funds on the
Payment Method tab at the
bottom, and choose an account.
6. Use the Print Options tab to
select your print options.

7. Use your NOVACard at any
ACEPrint printer and follow the
prompts to release your

document(s).

Job List  Activity
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ACEPRINT

YOUR COPY/ PRINT SOLUTION

HOW DO | ... RELEASE DOCUMENTS?

USING YOUR NOVACARD 3. Click Print Release to access
your submitted document(s).
4. Select a document from the
1. At any ACEPrint printer, tap

list, then click Print.
your NOVACard to log in.

2. For students, your NovACard | IR

Wbuwlntll My Account I
balance will be displayed. o o

[Pharos test print.doc<

Faculty & staff? must choose
either their personal NOVACard
(ACES), or their department.
Click OK.

pristhl |

HOW DO | ... COPY DOCUMENTS?

1. At any ACEPrint printer, tap 6. Use the keypad to enter the
your NOVACard to log in. number of copies.

2. For students, your NOVACard Change settings as needed.
balance will be displayed. 7. Press Start to begin copying.
Faculty & staff must choose

either their personal NOVACard

(ACES), or their department. R

Click OK.

3. Click Print Release. s 100 5 w&;m

(ColorBaW)

4. Select Make Copies. St ket o ) | st i

5. Place originals in the feeder m B
on the glass. m", ;mmm’ R .,.,.’




ACEPRINT

YOUR COPY/ PRINT SOLUTION

HOW DO | ... SCAN DOCUMENTS?

1. At any ACEPrint printer, tap 4.Select New Destination to
your NOVACard to log in. send via email

2. For students, your NOVACard to one or more recipients.
balance will be displayed. 5. Enter email address(es).
Faculty & staff must choose Change settings as needed.
either their personal 6. Place originals in the feeder
NOVACard (ACES), or their on the glass.

department. 7. Press Start Sending to begin
Click OK. scanning.

3. Click Scan and Send.

Select Send to Myself to send the

document to your NOVA email.

06/15/2026
11:59 AM

Previous Favorite
Settings | Settings

Auto (Color/Gray)

300x300 dpi
b

b LTR

m T
Personal Folder Send to Myself » PEF (Compact)
o |

2-Sided Original
Settings

Different Size
Originals




ACEPRINT

YOUR COPY/ PRINT SOLUTION

HOW DO | ... PAY FOR ACEPRINT?

ACEPrint devices only accept ACES, the funds stored on your NOVACard. Deposit
funds into your ACES account using the Atrium app, NOVACard machine, or at the
NOVACard office. More information about NOVACard and Atrium is available at
www.nvcc.edu/novacard

NOTE: Faculty and staff? must select either their department code, or their
personal NOVACard (ACES) account, before releasing their document(s).

NEOU& ot

T M | Northem Virginia
1 | Community College

Alberta Rahman Yokohama
Student
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ACEPRINT

YOUR COPY/ PRINT SOLUTION

HOW DO | ... PRINT AS A GUEST?

1. Purchase a Guest NOVACard
for $10 (cash only) at a
NOVACard machine.

2. Add funds to your Guest
NOVACard at the machine.

3. Go to ACEPrint.nvcc.edu MyNova or Guest Usemname
4. Click | Am A New Guest.
5. Follow the registration MyNova or Guest Password
instructions to register

your Guest NOVACard.

6. Once you register, call
NOVACard at office
703.764.7759 to link guest card

to guest account.

[] Keep me logged in

NOTE: Guest accounts are only valid for 30 days if
the account has no funds. After the 30 day period,
you will need to register and link your guest card again.

Visit www.nvcc.edu/aceprint
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For questions, repair requests, comments, and concerns
Visit www.NVCC.EDU/ACEPRINT or
contact AskACEPrint@nvcc.edu

NOVACard Office: 703.764.7759

Visit www.nvcc.edu/aceprint
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