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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.

pcloud online

JJC Printing Services

JJC USER ID JJC password 
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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).

JJC Printing Services

Upload �les for
Wide Format

Upload �les for
Booklets

Upload any �le 
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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                 on 
the bottom cart page and upload them (or you can add Catalog items as well).
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Upload any �le 

4



JJC Printing Services

Upload �les for
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CART PAGE

Review the information for each item 
you’re ordering.

Review your print options.

Approve your document for printing, 
Click on the small box.

Select a shipping method and the date 
that you need your order.

Select the department to be charge for 
your job, Click on search, type the first 4 
letters or the first name of your depart-
ment and click on the department.

Select the job description:
Where to print: 

Place your order

Add Qty.
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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.

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.

JJC Printing Services
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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.

Print option window Print option Presets
Predifine options
Booklet options

Printed in options, 
BW- Color, Offset, Wide Format

Paper options

Duplex printing option

Book, Booklet cover option
(Card stock paper)

Binding option
Finishing option

JJC Printing Services
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You can refine your print option, select a booklet option.

Select Digital
to print your booklet

Select O�set booklet 
to print your CMYK booklets 
You need a PDF �le with Press Quality format

Select Digital booklet 8.5x11 or 5.5x8.5
Select O�set booklet 8.5x11for O�set job

JJC Printing Services
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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.

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).

JJC Printing Services

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

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

JJC Printing Services

If you need any question or help
CALL / EMAIL US

212-237-8279
printshop@jjay.cuny.edu
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1- Click on search.
2- Type the �rst name of your department 
      or the full name
3- Click on search.
4- Select your department.
5- Select your Job Description.
6 Where to print. 
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Here are some helpful tips to keep in mind when
designing or sending �les 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 �le
with bleeds and select 8.5x11 paper stock, your
�nal printed piece would be considerably smaller
than a true letter-sized sheet. Always select a
larger sheet than your �nal 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 �le 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 sta� is knowledgeable about
best practices for saving and sending electronic
�les, 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 �le so you can
make changes and keep delays and problems
to a 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 �les. Please call ahead to
schedule your visit.

Saving to PDF
Saving a PDF (your best option for the best
results—cut down on surprises in your �les
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 Illustrator 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}

12


