Xerox Print Services

Online Ordering Quick Start

http://www.rochester.edu/printcenter/

https://webcrdp?2.its.rochester.edu/

Step 1 — Login with your NetID

NOTE: This system is not to be used for any
legally restricted documents including Pro-
tected Health Information (PHI).
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Login with your NetID to:
https://print.its.rochester.edu/shibboleth

Acceptable Use Policy Usemame:

NetiD Info

Password

Login |

Step 2 — Select files to print

Select the browse button to select files from
your system to upload.

Note: The system will accept PDF, GIF, JPG,
JPEG. Microsoft Office files need to be con-
verted to PDF for submission to the Xerox
Print Center.

Web
Web-to-Print Solution
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Orders History Manage Files  Contacts  Reports W CART[0]

This site must NOT be used for upload of any legally restricted documents including Protected Health Information (PHI)
Please contact the Xerox Print Center (585-275-3879) if you have a need for printing legally restricted/PHI documents

Search for Files in Entire Catalog  ~

Upload A File Search Catalog

Search catalog by description for ftems to
order.

R

My Files

Search your personal file cabinet for items
to order.

Special Orders

Order custom prints. from a hardcopy, CD-

ROM, etc.

Select a file from your desktop.

paf, gif, ipg, png, jpeg

e

Browse.

Advanced Search Advanced Search

Mutiple Fies?
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Step 3 —

A. Select color, paper stocks & sides printed
In this section you will chose the printing
type (color, black & white, color with BW

or wide format), sides printed and paper
stock

Click Save when done

B. Select Binding options, covers & special
services

In this section you will choose your binding
type (staple, coil, tape, etc), finishing, co-
vers, tabs and exceptions.

[EASE CONTACT INE Xerox PANT Center (585-275- T you Riave a need Tor printing legally Testicte: [OCUMents:

Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartID 16

| Provide an optional name for your order. Order Estimate $4.72 |

Item 1 onti
i WebCRDGettingStarted.pdf .~ Price $4.72
18 Pages e
— Basic Options Quantity 1
Click the image to revie
Select your print option  Printing Type |Color

1-Glick Print Options: Sides Imaged |Duplex (2 side) [=]
Coler, 2-Sided, 24# paper | Coly Paper stock 8.5 x 11 24 # white [=]

Instructions
special services

R

Provide a sample of the document before processing my order.

S Choose color, paper stocks

: i
@ Preview Document

Please approve this decument for prinung:

| have viewed the proof and preview (when available) and approve the document for printing.

Enter special instructions for this item.

Xerox @,

WebC
‘Web-to-Print Sol

Additional Options
Binding | Folding & Drilling

1
Wcart Staple
This site must NOT be used for uplo Dual Portrait Single  Single Porrait

ing
Please contact the Xerox Print Cente 3 Landscape "

=
Select print options, quantity per rec

Provide an optional name for yow

Covers | Other | Tabs | Insertions | Exceptions

Comb Binding
Black 1/4 - F100Blag 12 - F104

Item 1
o WebCRDGettingSt:

18 Pages

- Tape Bind
Click the image o e |,y 1~ o

Select your print opt oNLY)

1-Click Print Options:

Color, 2-Sided, 24# paper  C

Wire-O
Black 4-F285 White 14~  Blue 1/4-F307 Red 1/4-F318

| Feee =1 f |

S Choose color. paper stoc

‘@ Preview Document

e B




Step 4 J— Preview & Approve e \:\;e;;;;[;(;eningsmned.pm_' h:::c: s|s.37

Click the image to review the proof
Select your print options, then click Preview to review this item prior to or

A. Preview the document to make

1-Click Print Options:

H H Color, 2-Sided, 24# paper | Color (with BW), 2-Side, 24# White = BW, 2-Sided
sure it has the correct print
& Choose color, paper stocks & sides printed ™ Cho
O ptl o ns Your Selected Print Options Print Color (with B/W), Duplex (2 side), 8.5
€ Preview Document Binding Plastic Coil / Black 6 mm - F201
. Covers Front-8.5x 1110 lI_\iI gloss clear, Nol
B. CheCk the bOX to Verlfy yOU ap_ Back - 8.5 x11 16 mil black, None 1
Please approve this document for printing:
p rOVe the p revieW. I have viewed the proof and preview (when available) and approve the docuinent ior prinuny.
Enter special instructions for this item. Provide a sample of the document before processing my order.
. . Shipping Information
Step 5 — Delivery Information
Service Level [EEMREG x|  Note: Service Level selection may impact your order cost
. Ken McClellan £ Select a Delivery Method:
A. Select the Service Level Localdowery [2]

United States
Delivery Estimate:
Monday, December 16, 2013

B. Select the Delivery Method Enter special instuctionsfor this

Ordered Items Quantity
1 WebCRDGettingStarted. pdf 1

C. Add or edit recipients

Billing Information

Step 6 — Billing Information

Ken McClellan z Order Estimate $6.37
Pennsylvania Click the prics to view the cost details
United States Enter Account Code or cash or check

A. Enter the required account code Account Code v
Please enter your 6 digit account code Example -123456
Sub Code
and sub code. You can add up to e it o i o o o0
Cash [~

SiX (6) account COdes. For cash sales in print center only

Total Split Percentage 0%
Click the "Add Split’ buttan up to six Account Codes for split billing

B. Review the price estimate

Billing Information

. . . Ken McClellan 4 e _User i Order Estimate §6.37
C. Submit the order by clicking the penms anis r—— B
TR Your total is $6.37. |
place Order button . Click Place Order to apprave this price and place the order %
1 ack that | am not submitting any legally
| including Protected Health Information (PHI).
D. Approve the order by clicking the [ Poceorder|

£ s SaITS 1 P wEINET vy

: Total Split Percentage 0%
Place Order bUtton n the Click the ‘Add Split’ button up to six Account Codes for split billing

confirmation box.

Notes:

1. The web ordering system can keep you updated on the status of your order by configuring the
email options of your profile

2. Use the Orders page to view the status of your order and to reorder option previously submitted
jobs

3. Please use the chart below to help with your paper selection:

Paper Common Usage
Weight
204 General black & white or color documents

244 Higher quality color documents

80# Document covers, post cards, greeting cards

100# Posters, flyers, promotional materials




