
Electronic Submission of Copy

1.  Create your document.  You can use 
any application.

2.  Chose Print from your application’s 
File menu.

3.  Select the WebCRD SurePDF for 
Kirkwood printer from the Printer 
Name drop-down list. The dialog box 
may appear different from the one 
below depending on the application 
that you are using. Click OK.

4. The PDF version of your file is displayed in a 
new window. This may take a few minutes. 
Click Accept.

5. The Welcome screen appears. Type your Login 
ID which is the same as your network login in 
all lower case letters in the WebCRD login 
screen.  (This application is case sensitive.)  
Then your password.
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6.  Type a name for the order to help YOU identify the order at a later date.  The 
default is the date of the order.  

OR

You can also use the drop down list next to the words Order Type to add this 
file to an already existing order that has not been submitted.  (This means that 
you can build an order by adding files to your Copy Center account and combining 
several files into one larger order.  In other words, you could “submit” several 
documents at one time.)  

7.  Click Process document order.  The File Transfer screen may briefly appear as 
the file is uploaded.

8.  The Step 2:  Printing and Archiving Options page will appear.  Check all the 
settings to make certain that they are what you want for this particular job.   
Then click on Continue.
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9.  The Step 3:  Recipients and Billing Information page is the place that you can 
send copies to other people in the district.  
• Set the Due Date (you cannot go on if you do not).
• Set the Quantity.
• Do not change the billing information as these have been preset to match the 

codes for your building.  
• Then click on Continue.
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10.  Step 4 is where you double check the order.  You can choose to Submit or 
Submit Later.

 

11.  If desired, print a receipt on the Order Submitted page. 

12.  Click the Logout link to finish using WebCRD.
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