






This screen will appear.

Be sure to look in your inbox and junk folder
for the confirma�on email.

Contact the print shop if you do not receive
the confirma�on email and we will assist.



• Academic Calendar
• Supplies
• Scantrons
• Print Job Submissions
• Masks
• Business Cards
• Le�erhead







• This screen seems familiar because it is the home screen for all three ordering types.
• This �me, we will go over ordering your print job.  Print jobs include syllabi, theses, exams. flyers, course calendars, posters, 

business cards and more.  Ideally, everything that you email or send to the print shop now, should be sent through this print online 
system,

• To place a print order, click on the UPLOAD PRINT JOB bu�on









• Paper Selec�on:  Whether it is a choice for colour 
          or black and white prin�ng, there are different 
         selec�ons of paper.
• At the end of this guide is a glossary of terms 

regarding paper to help you decide what type of 
paper you would like.

• Papers vary in pricing, so paper choice can either 
increase or reduce costs.

• Finishing op�ons are selected in this area.  As with all 
selec�ons, you can use the down arrow (chevron) to 
make your choices.

•  Staple:  one or two staples and posi�on of them.  If 
you have a booklet choose two staples and add 
booklet to comment sec�on below.

• Binding:  cerlox or plas�c coil choice - white or black.
• Fold:  2, 3(brochure) fold, 3z fold
• Hole Punch: 2, 3, 5 or 7 hole
• Once finished making these choices, press the 

calculate bu�on.  This is an  ESTIMATE only.  There 
may be revisions in the price both reduc�on or 
increase according to the final produc�on of the job.















src@trentu.ca




