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JJC Printing Services

Ordering Uploaded Files Step-by-Step

Start at the Ordering Home page to upload files to WebCRD.

If you have a window open on your computer showing the files you want to upload, you can
simply select one or more files on your computer and drag them to the Ordering Home page.

Or, you can click the Browse link on the Ordering Home page to navigate to the files you want
to upload.

The Cart page is displayed automatically after all the files you've selected are uploaded into
the system. If you want to upload more files, you can return to the Ordering Home page.
Otherwise, configure the print options for each file, then review the shipping and billing infor-
mation, and click Place Order.

Order Uploaded Files

1.Log in to your JJC Printing Solutions account with your JJC USER ID and your JJC password
and start at the Ordering Home page.
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Print Shop Sign up got your password?
Hours of Operation

Monday - Friday, 7am-5pm
Room # C3503 HH

JJCUSER ID JJC password
Welcome

Welcome to JUC PRINTING SOLUTIONS, your home for high quality Printing and Duplicating
services.

Are You New To Our Online Services?
To get started, log in using your JJAY USER ID and Password. For more detailed
instructions, read our Getting Starting tips.

Get Started Now - Its Fast and Easy!

1. Log In using your JJAY USER ID and Password
2. Upload Files or Pick Files from Catalog

3. Choose Print Options

4. Place Your Order

View Video Tutorial on how to log in and use the Web Print Services

'9 Need He|p7 Contact us with questions, issues, and helpful suggestions. Email or call 212-237-8279
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2.If you already have a window open on your computer showing the files you want to upload,
you can simply select them on the window and drag them over to the Ordering Home page
(drop them directly onto the Upload a File area of the page).
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3.You can also click anywhere on the Upload a File picture and use the window that pops up to
navigate to the files you want to upload.

As soon as all the files have been uploaded, the Cart page is displayed automatically.

Note:

You may see the Document Conversion in Process page before the Cart page is displayed if your

files need to be converted to PDF using the optional CentralPDF module. This page shows you the
status of each file as it is being converted. The Cart page is displayed automatically when all files

have been processed by CentralPDF.

If you want to add more files to your order, return to the Ordering Home page click on
the bottom cart page and upload them (or you can add Catalog items as well).

Upload any file

> Ordering,  Proxy | ImpactVDP Designer . o . . = Home | My Account | Help | Logout
Y RoLLEGE b 9’ - 2 I o u /ON/
CINMINAL — g /
JUXICE 7 4 ['47’3 - ///
. 7
7 £ 2, N
Copies Printing Envelopes Carbonless per Large Format Bindery & Folding
Orders Manage Files ==/ ~ADTI11
[ JON ] < Desktop =8
Upldad a File Up
4 User Tools \ Favorites Name ~ | Da
] ] @ AirD
Getting Started ~ &) AEieE License_Guides_Final.pdf Ja
een Shot 2021-02-05 at 3.45.29 PM To
View Order History \
b, p 2. Applicati... = Screen Shot 2021-02-05 at 3.47.22 PM To
| Screen Shot 2021-02-05 at 3.55.23 PM To
Manage Uploaded Files Drag files here or click to browse Drad =] Desktop ~ Screen Shot 2021-02-05 at 3.56.08 PM To
Reorder Uploaded Files Y Documents I Screen Shot 2021-02-05 at 3.57.10 PM To
@ Bk =3 Screen Shot 2021-02-05 at 3.568.54 PM To
Manage Account Order Stationery 0Ors =3 Screen Shot 2021-02-05 at 4.00.38 PM To
r e .’ (U F| = creative.. i3 Screen Shot 2021-02-05 at 4.03.01 PM o
o & 4 | Screen Shot 2021-02-05 at 4.05.08 PM To
2Need Help? /"// [Cose == Screen Shot 2021-02-05 at 5.00.16 PM To
Y eed relp - \ e & icloud Dri... — Screen Shot 2021-02-05 at 5.10.49 PM To
Comac}juhs \Imfthl q”es‘"’gs issues, N s ) WebCRD_ORD_OrderingUploadedFiles_TA.pdf To
and helpful suggestions. “ Locations

Email or call 212-237-8279

Print Shop “ “

Hours of Operation
Monday-Friday,7am-5pm
Room # C3503 HH
Last Pick up at 4:45PM

© 2001-2020 Rochester Software Associates, Inc. All rights reserved.




JJC Printing Services

Upload files for
Wide Format

» Ordering Proxy | [MgactVDP Designer & - Home | My Account | Help | Logout
S = 4 /
- =
=
: SOLUTIONS
COLLEGE - A
ChismaL \ ’0 \ / - - ; Z
- N / “
JUSTICE 74 ) y 1 y
3 = ! o000 Desktop =8
Copies Printing Envelopes Carbonless Paper Large Format
Orders Manage Files Favorites Name ~ Da
@ AirDrop . . .
Upload a File sload Wide Format License_Guides_Final.pdf Ja
Recents = -02-
s User Tools o Scgeen Shot 2021-02-05 at 3.45.29 PM To
t 2021-02-05 at 3.47.22 PM To
Getting Started - 2021-02-05 at 3.55.23 PM To
g = (Rt - Scr€n Shot 2021-02-05 at 3.56.08 PM To
iew Order History _— [ Documents = Screen Shot 2021-02-05 at 3.57.10 PM To
Ve Dra files h ko drag files h fekto b © Dol =¥ Screen Shot 2021-02-05 at 3.58.54 PM To
Mahnage Uploaded FiES rag files here or click to browse rag files here or click to browse =1 Screen Shot 2021-02-05 at 4.00.38 PM To
Reorder Uploaded Files B3 Creative... @ Screen Shot 2021-02-05 at 4.03.01 PM To
I Screen Shot 2021-02-05 at 4.05.08 PM To
Manage Account Ordelr Stationery Order Business Cards iCloud == Screen Shot 2021-02-05 at 5.00.16 PM To
r I’ / s & iCloud Dri... = Screen Shot 2021-02-05 at 5.10.49 PM To
[%) WebCRD_ORD_OrderingUploadedFiles_TA.pdf To
Locations
2Need Help? | -
Contact us with questions, issues, -
and helpful suggestions. g7
Order custom prints from hardcopy
Email or call 212-237-8279
Print Shop “ “
Hours of Operation
Monday-Friday,7am-5pm
Room # C3503 HH
Last Pick up at 4:45PM
©2001-2020 Rochester Software Associates, Inc. All rights reserved.
 Ordering Proxy | ImpactVDP Designer . o = Home | My Account | Help | Logout
“ -
coLece > - . /
it - N ‘ [ JON ] < Desktop =2
A = 3 Favorites Name ~ Da
Copies Printing Envelopes Carbonless Paper Large Foimat Bindery & Folding ®
® AirDi
Orders  Manage Files rorop License_Guides_Final.pdf Ja
@ Recents Screen Shot 2021-02-05 at 3.45.29 PM To
A Applicatin ™ Screen Shot 2021-02-05 at 3.47.22 PM To
4 User Tools | Screen Shot 2021-02-05 at 3.55.23 PM To
TS B|Desktop - hot 2021-02-05 at 3.56.08 PM To
21-02-05 at 3.57.10 PM To
View Order History 021-02-05 at 3.58.54 PM To
Downl
© BEmited ot 2021-02-05 at 4.00.38 PM To
Manage Uploaded Files Drag files here or click to browse Drag files here or click to browse Drag files here or click to browse B5 Creative... @ Screen Shot 2021-02-05 at 4.03.01 PM To
|| Screen Shot 2021-02-05 at 4.05.08 PM To
Reorder Uploaded Files Cloud = Screen Shot 2021-02-05 at 5.00.16 PM To
. Order Stationery Order Business Cards Order from Hard Copy & iCloud Dri... — Screen Shot 2021-02-05 at 5.10.49 PM To
lanage Account f ’ o 8
E " |

PNeed Help? -

Contact us with questions, issues,
and helpful suggestions.

2 [4) WebCRD_ORD_OrderingUploadedFiles_TA.pdf To
% T

Order custom prints from hardcopy

Email or call 212-237-8279

Print Shop
Hours of Operation
Monday-Friday,7am-5pm
Room # C3503 HH
Last Pick up at 4:45PM

©2001-2020 Rochester Software Associates, Inc. All rights reserved.




CART PAGE

"’-

COLLEGE | =
OF

CRIMINAL
JUSTICE

o Rt

= Copies = Printing Envelopes = Carbonless Paper = Lal;ge Format = Bindeiry & Fnldingr

Criminal Justice

W/ Cart CartID 23056
Select Print Options, quantity per recipient and fill out the Billing Information.
Click "PLACE ORDER" to submit your order. Order Site |John Jay College of ,|

Review the information for each item

you’re ordering . Provide an optional name for your order. Order Estimate $5.00
Naming your order can be helpful for reordering.

Job 1 | '@ Replace File | Continue Shopping

WebCRD ORD OrderingUploadedFiles TA.pdf .~ Unit Price $0.18
Review your print options. \

8 Pages
Your Selected Print Opuc-< NE rint Digital- Black and White, 2-Sided, 8.5x11 - White 20lb Recycled Bond for
— Click here: B&W copies, Scale Down Only

Q To Configure Your Job

Pr——— -

Quantity 1 2
Click the image to download a PDF soft proof. Review your print
options
If you need to change your options, Select configure your job.

Add Qty.

Approve your document for printing,
Please Approve this document for printing:Click the box below

Click on the small box. > 1 certify that the document submitted for copying,
in part or whole, is not protected by U.S. Copyright Law.(Link)

Enter special instructions for this order.

ot von moo v orgier € e 2 ] angpg ot

would like my order Printed by: Wednesday, February 10, 202
Note:Only dates when the Print Shop is open may be selected.
on't Deliver EXAMS & Posters

._Select a Shipping Method:
old for Pick up ¢] Monday to Friday from 7:00am to

5:00pm.
Last Pick up 4:45pm

Due Date Lead time Policy:

For small jobs such as exams, quizzes, syllabus, class material or copies ranging
from 10-200 pages with no special binding can be ready within 2 business day after
the department's approval. Any large document(s) with or without any binding such
as three-hole punch, tape, coil, perfect-bind, booklets, NCR Glue, must be
submitted at least one week before its due-date as long as the department
approves it inmediately. This is very important, especially at the beginning and end
of every semester and during exams week. There will be a Priority Processing
charge applied for small orders for same day or next day

Thursday, February 11, 2021

Ordered Items
1 WebCRD ORD OrderingUploadedFiles TA.pdf

=

Select the department to be charge for Billing Information

. . . : Order Estimate $5.00
your job, Click on search, type the first 4 Cllck the price to view the cost detall
letters or the first name of your depart- Select Departient 13 he Charged

Depa Name

ment and click on the department.
Click the Search button to help find and choose a valid

i ioti department.
Select the job description: L
i Job Description | :)
Where to print:
> Select where to Print | 3)
If you need help or have questions, please contact us at 212-
237-8279

-
P I ace yO u I' O rd e I" © 2001-2020 Rochester Software Associates, Inc. All rights reserved.




JJC Printing Services

4. On the Cart page, review the information for each item you're ordering.

When files are uploaded, they are added to your Cart with the default print options that you've set
up on your My Account page. The current print options for the item are summarized under the job.

WebCRD ORD OrderingUploadedFiles TA.pdf _*
8 Pages

Click the image to download a PDF soft proof. Review your print options
If you need to change your options, Select configure your job.

i’ Replace File | Continue Shopping

Unit Price $0.18

Quantity |1 s

Your Selected Print Options

iz Click here:
.Q To Configure \Your Job

Print Digital- Black and White, 2-Sided, 8.5x11 - White 20lb Recycled Bond for B&W copies, Scale Down Only

Please Approve this document for printing:Click the box below

| certify that t
in part or whole, i

document submitted for copying,
ot protected by U.S. Copyright Law.(Link)

Enter special

5. Click to configure your job to open the SurePreview window to select and view other print options.
This screen capture shows a job black and white, single side and staple if you need to chnage your

options click on the 1 click print option and select the right print option.

v Print Options - WebCRD ORD OrderingUploadedFiles T...

Customize Your Project
:z= Click to select from a list of 8.5x11 BW .
1-Click Print Options e P | BW1-Sided
Saddle Stitch Layout Booklet 8.5x11 BW ) Ordering Uploaded Files
o S Reny e paner | BW 2- Sided
B | 2ided
8.5x11 BW

Refine Your Print Options 2006 T ecycle Paner - BW 1- Sided & Stapled
Printed in +| | I |1-Sided / Stapled
Digital- Black and White 8.5x11 BW ) What's in this task aid

- 2015 Tecycle paner - BW 2- Sided & Stapled
Select Paper I |2Sided / Stapled Overdaw !
. Orcerng Uploaded Fies Slep-Dy Step 1
8.5x11 - White 20lb Recycled 8.5x11 BW Setting your defaut print options for uploaded files 7
Bond for B&W copies p -1 Sided-
- NCR 1 BW-1 Sided- NCR
27| Scaling Overvi
i | scale Down Only = 8.5x11 CQLOR . ervie
24lb Lynx Paper - Color 1 Sided You can upload your own files 1o WebCRD for printing. You will be able to select print

Duplex printing 1-Sided options for each file (color printing 2-sided, binding, etc.). and you can see a preview of
1-Sided B 8.5x11 COLO! what the finished item will look like before you place your order

~Side 241b Lynx Paper Color 2 Sided Note: WebCRD accepts any type of file, but your system might be configured 1o accept
Front/Back Cover 2-Sided only se::;dy:l::r‘s“:‘r::g* informs you if the file you are trying to uplosd isnt
Book Bind/Offset jobs/Stapling " Ordering Uploaded Files Step-by-Step

Option
Start at the Ordering Home page 10 upioad files t0 WebCRD.

Staple / Single Portrait f you have a window open on your computer Showing the files you want to upioad, you
Finishi can simply select one or mare files on your computer and drag them to the Ordering
inishing Home page.
---- Or, you can click the Browse link on the Ordering Home page 10 navigate o the files you
- want o uplosd
More Finishing The Cart page is displayed automatically after all the files you've selected are
R uploaded into the system. If you want to upload more files, you can retum to the
Ordering Home page.
Special Instructions Otherwise, configure the print options for each file, then review the shipping and billing
( information, and click Place Order
| Additional options are available by right-
clicking on pages in the Preview, Scroll
View, and Grid View.
Click here for more help e -
T
4 < Page 1 > >

Print Options Summary

Unit Price $0.20 Quantity 1 Help

Done With Print Options

& | o0
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You can refine your print option

You can select from the 1 click option any predefine option like Coil, Tape, Perfect bind etc.

Customize Your Project

v Print Options - License Guides Final.pdf

Front: 8.5x11 - Clear
Cover, No Printing

Back: 8.5x11 - Navy
Regency Cover, No
Printing

Book Bind/Offset
jobs/Stapling Option
Plastic Coil / Red

Finishing

More Finishing

Special Instructions

iz Click to select from a st of : A7 COLOR  11x17- Color 2 Sided
1-Click Print Options 2-Sided
Saddle Stitch Layout Booklet TNQE:}V%ED Tape Bound Book
- & Light Blue
Refine Your Print Options coiL BR‘Z.?, D' Coil Bind Book
Navy Blue & Black
Printed in
Digital- Full Color "BOOKLET Perfet Bound 8.5x11
8.5X11
Select Paper
8.5x11 - White- 24lb Lynx PERFECT BOUND
Smooth for Color copies 7 i BX9 T Perfect Bound 6x9
“~'( Sca"ng PLRFEC T BOUND
[t scale Down Only B "BOOKLET Perfect Bound 5.5x8.5
5.5X8.5
£ Duplex printing
" . | E?ﬂ ERS
ﬁ 2-Sided / Long Edge Flip - mmﬂﬂmﬁm Poster - Banner
STAND
Front/Back Cover

107

Print Options Summary

020 EXPANDED EDITIO
= W) & ¢
\4 D @

4 < Page 1 > »l

Unit Price $8.99

Quantity 1

Help

EERER

Done With Print Options

Print option window

Predifine options —>'®
Booklet options ———> O

Printed in options, ——5,

BW- Color, Offset, Wide Format

Customize Your Project

:== Click to select from a list of
1-Click Print Options

8.5x11 BW | =

Saddle Stitch Layout Booklet

200b Recycle Paper

1-Sided

Refine Your Print Opti

Printed in
Digital- Full Color

8.5x11 BW | m=.

200t Recycle Paper -

Select Paper
8.5x11 - White- 24lb Lynx

2-Sided
i

r

Paper options 4

Smooth for Color copies

.--(

Scaling
Scale Down Only

Duplex printing option

Duplex printing
2-Sided / Long Edge Flip

8.5x11 BW
200b Recycle Paper

B | 1-Sided / Stapled

8.5x11 COLOR
24Ib Lynx Paper

2-Sided/Stapled

11x17 COLOR
60lb Lynx Paper

1-Sided

11x17 COLOR
60Ib Lynx Paper

2-Sided

Print option Presets

i} PERFEC T BOUND
B BOOKLET
8.5X11

PERFEC T BOUND
BOOKLET

6X9

PERFECT BOUND

BOOKLET
5.5XB8.5

Book, Booklet cover option —

Front/Back Cover

(Card stock paper)

Binding option

Book Bind/Offset jobs/Stapling "

> S

Finishing option

Finishing

More Finishing

Special Instructions

Additional options are available by right-
clicking on pages in the Preview, Scroll
View, and Grid View.

Click here for more help

© .| 8.5x11BW | ™. QUARTER
20lb Recycle Paper COLOR FLYERS
B | 2-Sided / Stapled
. ' RS
8.5x11 BW BANNERS
- NCR 1-Sicled REFRAEI;&FEL'EDMHNEH
= B.5x11 COLOR COIL =ouND
- 24lb Lymx Paper Red,
1-Sided Nawvy Elue & Black
M= | 8.5x11 COLOR TAPE eounp
ynx Paper
- 2-Sided B'?i’.ﬁf““ﬂﬂ? =
B |8;3x11 COLOR IMAGE srre
- 1'%5‘3[.“&‘1 TAPE BOUND
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You can refine your print option, select a booklet option.

v Print Options - License Guides Final.pdf Print Options Summary Unit Price $4.32 Quantity 1 Help

Customize Your Project
Click to select from a list of
1-Click Print Options

Saddle Stitch Layout Booklet

Booklet / Digital

Refine Your Print Options Booklet Style

Printed in ¢ ~:

Digital- Full Color

Select Paper 4 ~

Digital- Booklet Final SIZE

8.5x11 e
11x17 - White- 60Ib TEXT Digital
Lynx Smooth

Scaling
Scale Down Only

’E Duplex printing
‘ 2-Sided / Long Edge Flip

o Front/Back Cover

More Finishing
& Full Bleed Trimming

o Special Instructions

[Booklet configuration: Available print
options are specific to saddle-stitch
fbooklets, folded booklets, and pamphlets.
To switch from a booklet to an alternate
[document type, select a 1-Click Print
Option or select the "None" Booklets
option.

Click here for more help

Offset- 48 Page Booklet Final SIZE 8.5x11 Offset -20 Page Booklet Final SIZE 8.5x11

Ge €]

Select Offset booklet
Select Digital ey to print your CMYK booklets
- You need a PDF file with Press Quality format

to print your booklet

Digital

Ge|

Wm==0 w==0

Offset-36 Page Booklet Final SIZE 8.5x11 Offset- 44 Page Booklet Final SIZE 8.5x11

Ge )|
[1dd):

Offset- 48 Page Booklet Final SIZE 8.5x11 Offset -20 Page Booklet Final SIZE 8.5x11

[

Ge)

Select Digital booklet 8.5x11 or 5.5x8.5
Select Offset booklet 8.5x11for Offset job

Booklet Layout Standard ( J® Pre-Imposed
Select Standard if the document was NOT created with a design tool in a print-
ready booklet foldable format (pages 1:4, 2:3...). Most documents fall into this
category.
Select Pre-Imposed if the document was created with a design tool in a print-
ready booklet foldable format. Selecting this option will change your cover Print
Sides selection if it is set to Print on Inside or Print on Outside.
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6. Click Done With Print Options to return to the Cart page.
Notice that the Print Options summary has been updated, and the price for the item reflects the new
print options.

License Guides Final.pdf _* Unit Price $1.48 Add Qt
® 0 65 Pages ' Q y
GETTING 10 WORK Quantity m r—
o et Click the image to download a PDF soft proof. Review your print options

WEW YORK STATE LIOENSE GUIDES
0 £X D £0ITI

If you need to change your options, Select configure your job.

P ——

Your Selected Print Options Print Digital- Black and White, 2-Sided, 8.5x11 - White 20Ib Recycled Bond for B&W copies, Scale Down Only

.—Q. Click here:

Click on

the box Please Approve this document for printing:Click the box below
_>

1 certify that the document submitted for copying,
in part or whole, is not protected by U.S. Copyright Law.(Link)

To Configure Your Job

Enter special instructions for this order.

7. Configure print options for all other files that you've uploaded.

8. Scroll down on the Cart page to select Shipping options, such as the desired ship date and ship
method. You can also add more ship addresses (additional people to get items in your order).

ship date
N\

Shipping Information \
Note:Only dates when the Print Shop is open may be selected.

We Don't Deliver EXAMS & Posters

" Select a Shipping Method:

[ Hold for Pick up 4 ] Monday to Friday from 7:00am to 5:00pm.
Last Pick up 4:45pm

Due Date Lead time Policy:
. For small jobs such as exams, quizzes, syllabus, class material or copies ranging from 10-200 pages with no special
Sh I p methOd +  binding can be ready within 2 business day after the department's approval. Any large document(s) with or without any
binding such as three-hole punch, tape, coil, perfect-bind, booklets, NCR Glue, must be submitted at least one week
before its due-date as long as the department approves it inmediately. This is very important, especially at the
beginning and end of every semester and during exams week. There will be a Priority Processing charge applied for
small orders for same day or next day
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JJC Printing Services

9. In the Billing section, click search and type your dept. if needed, or review the Order Estimate.

1- Click on search.

Department Lookup h
e | 2- Type the first name of your department
Search all departments |Law | or th € fu I I name
Department Name | 3- Click on search.
1 3

\ Search all departments Department Name 4_ Se I eCt you r depa rtment'

Law & Police Science Law & Police Science ( 5- Select your Job Description'

Pre-Law Institute Pre-Law Institute .

- 6 Where to print.
e e e e g
Department Lookup
N o ]
Billing Information 4 Search all departments |Law] Q= 2
D N
Mario A. De Leon 4 el Order Estimate $5.00

Room C35HH
= = o= Please enter a filter selection and click Search.

Department Name

Click the Search button to help find and choose a valid department.

Click the price to view the cost details

.. P

5 e3> Job Description (

¢

6 e3> Select Wherre to Print |

Start a New Cart Continue Shopping

If you need help or have questions, please contact us at 212-237-8279

10. At the bottom of the Cart page, click Place Order.

11. Confirm the order estimate on the popup dialog box, and click Place Order again

£

/.'_\l

Place Order

Your total is $5.00. Click to approve this prics

d place the order.

If you need any question or help

CALL / EMAIL US
212-237-8279

printshop@jjay.cuny.edu



JJC Printing Services

Here are some helpful tips to keep in mind when
designing or sending files for the Print Shop.

Bleeds require larger paper stock

Projects with “bleeds” (a print term that
describes a document which has images or
elements that touch the edge of the page,
extending beyond the trim edge and leaving

no white margin) must be printed on a larger
sheet of paper and then trimmed. Bleeds can

be attractive, but they cost more and add to
production time.

For example, an 8.5x11-inch page with bleeds
must be printed on the next largest available
sheet (typically an 11x17-inch sheet) and then
trimmed down to size. If you send an 8.5x11 file
with bleeds and select 8.5x11 paper stock, your
final printed piece would be considerably smaller
than a true letter-sized sheet. Always select a
larger sheet than your final size.

Bleeds require crop marks

Crop marks (thin lines placed at the corners

of an image, page or layout to indicate where
the paper should trim after printing) are
required when printing a file with bleeds.

Most page layout programs (and even a few
word processors) have a way to properly save a
document with crop marks and bleeds. Please
see your program’s documentation for more
information.

Mailroom delivery

Please remember, if you select mailroom
delivery, it will add a few days to the process.
Once a project leaves the Print Shop through
campus mail, there’s no way it can be tracked.
Only select mailroom delivery if your project is
not time-sensitive.

Ask questions

Our Print Shop staff is knowledgeable about
best practices for saving and sending electronic
files, selecting an appropriate paper stock for
your projects and cost-saving measures to
maximize your print budget. Please ask about
your project before you send a file so you can
make changes and keep delays and problems
to @ minimum.

Sometimes, a visit to the Print Shop will be
the best way to review a project, select paper
stock options and discuss concerns about
preparing your files. Please call ahead to
schedule your visit.

Y
Saving to PDF }5

PDF

Saving a PDF (your best option for the best
results—cut down on surprises in your files
and resulting delays)

Microsoft Word (PC/Mac)
File > Save as...
File > Save as Adobe PDF...

Microsoft Excel (PC/Mac)
File > Save as... / File format: PDF

Microsoft Powerpoint (PC/Mac)
File > Save as... / File Format: PDF

Microsoft Publisher (PC only)
File > Export > Create PDF/XPS Document >

Create PDF/XPS / Options: High Quality Printing
Adobe InDesign CC (PC/Mac)
Quick

File > Adobe PDF Preset > [High Quality Print]...
{export PDF options dialog box}
Advanced

File > Export... / Format: PDF (Print) /
{export options dialog box}

Adobe lllustrator CC (PC/Mac)
File > Save as... / Format: Adobe PDF (pdf) /
{export options dialog box}

Adobe Photoshop CC (PC/Mac)
File > Save as... / Format: Photoshop PDF /
{export options dialog box}



