Electronic Submission of Copy

1. Create your document. You can use

any application.

bavs | S A T

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

3. Select the WebCRD SurePDF for o I'JF_ l,Jlr—_F s
Kirkwood printer from the Printer =557 == be s

Name drop-down list. The dialog box ., :,M e j JiSR e =
may appear different from the one Sk e i [ =
below depending on the application | > | cre |

that you are using. Click OK.

4. The PDF version of your file is displayed ina | 9%~ | |

new window. This may take a few mi . i
Click Accept. '
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rebhCRED  ielcome!

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.) |z
Then your password.
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6. Type a name for the order to help Y(fU 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 ‘rht‘r has not been submitted. (This means that
you can build an order by adding filgs to your Copy Center account and combining
several files into one larger order.| In other words, you could "submit” several

documents at one time.)
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7. Click Process document or'der'.T/h: 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 tfo make certain that they are what you want for this particular job.

Then click on Continue.
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Step 2: Printing & Archiving Options

m a Primitrchive Dphinm '@ Recipient= & Ballieg ﬂ Submit firder
Dhacse desived aptinms far aach Ffle Beloe,
Mame: |del gl Rroaf; Des L O Llcaa € 2
Form #: Filz Mamez: dall. pdr
Sawe in Folder:  defawle ] Retaln: | Leog Ten III
NHumber of pages: 2
Proaf Fagquast: 0 Hard copy 0 Mone =0 Onime dniine procl vl nod reflect Pricbng Dotions
Plex: T Blded Head to Tas & Cne Sided D Twern Sldad
Orimntation: O Land=zczpe = Fortra
Faper Type: | vwhite 2000 =

Oubput; N x
Spocdalty Dptions: [ Frand (B Do B Fromedinng Clgdaves S 15 jemn gl Puogpes O ) oy ]

R Bakeret B e gy sl Foima H
oA Magmpakgrrd A Filleeg infs

HERL LT DAL LA LS PISEREE | PR PRt IRl B LI L |

Wiecher and Byington, 8/18/05, 2



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 havg been preset to match the
codes for your building.
* Then click on Contihue.

e
Step [3: Recipients & Billing
(hew Over (2] K53 Recipions & Billin () 500 00

Specity Order Name, Dug| Date, Shipping Method, Quanttes for gach recpiant, and Billing intermation.
Then yo may Agg Anomer Becipient, or dick CPNTINGE to procesd.

Order #:311 Order Name: ... Order Status:Unsubm ittec
Pat Byington oowins  Locefion: ¢ T Craber; vaszman Gpecial Insincnne

etz feles |
L. Print fob.pdf QUandoys o
Add Ansther Recipient: (TS D e
bilng 7 ]

Bill bo: Fat Byington  (Delsls ) Account Number: e {Saadal e usians

Change to: (TETTD T D ©

= = Cancal Qrdar

=:' Coatinde
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10. Step 4 is where you double check the order. You can choose to Submit or
Submit Later.

- l.-'.- r_i}l ird FigM i rd
&

Step 4: Submit Your Order
[t e (O 2 &

) subenit Dntee

Please make sure all yaur details 2re oarrect, then subrmit the arder far proce

mring hy clicking the S04
JUTon cbelsv )y You mey alsa SUBMIT LATER (1T will be s2ved in wour Snder Bistore].
Order #:311 Order Hame: wa Order Status:Unsubmitted
Frir'n; ﬂpﬂ[n; i finee e Tl S5 Hem
Mamea: e bed’ Tata! Ovdered; 1  Decaiis] ]
Recpiems (07
Pat Byingbton  (Cewmis) Location:

Due Dete: /v 22 o habruciei |
tlestrcred | 5= e = -

1. Print jab.pdf  Cuantiby:
Add Ancther Reciplent: ©IEETN EEIETTED @D @

7]
Bill to: Pat Bvington Ietails s Account Number; |Zu. Bpecial Inslnichors
Change to: LT = o

2 E Submit Later = = Submit

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

WebCRD. [

Order Submtted

o e boss successNully Beeay subamitbead Tor grocessing!

Order #2140 Cirglar Marme e 02 20002 Wann s
Thiank wow for your order

e ik lad fe @il cich Fere

12. Click the Logout link to finish using WebCRD’
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