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Request	for	a	general	print	job	

A:er	Logging-in,	please	click	
on	Printouts	

For	“Teaching	and	Conference	
Materials”,	please	click	on	
Begin	



•  Type	the	1tle	of	the	document	(job	name)	and	the	number	of	copies	(quan1ty)	
•  Browse	and	select	the	file	to	upload	
•  Always	convert	to	PDF	the	files	to	be	printed	that	do	not	need	any	lay	out	changes.	
Then,	proceed	by	clicking	on	Next	
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Following	 the	 various	 shortcuts	 you	 will	
be	 able	 to	 choose	 among	 the	 following	
op1ons	available:	
Covers	and	binding:								
• front	cover	
• back	cover	
• stapling	
• bind	type	
Print	op1ons:	
• paper/media	
• print	in	colour	
• collate	
• orienta1on	
Other	op1ons:	
• drill	
• lamina1on	side	
• fold	
Special	pages	
	
Note:	please,	contact	the	Print	Shop	for	special	requests.	

	

	
	
	
	
	

Print	Op1ons	Homepage	
The	 Print	 Op1ons	 Homepage	 shows	 all	
the	available	print	services.	
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Print	op1ons	are	wider	than	for	Theses	and	
Working	Papers.		
80	 gr	 white	 paper	 is	 the	 default	 choice.	
However,	 users	 can	 choose	 among	 various	
colours,	type	and	weight	op1ons.	
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Users	can	request	for:	front	and	back	covers	
printed	 in	colours,	 stapling	and,	 for	 limited	
quan11es,	 paperback	 or	 tape	 binding.	
Punching	op1ons	are	available,	too.	



When	one	or	more	pages	should	be	printed	in	colours,	users	
need	to	report	them	in	special	pages	

A:er	clicking	on	Special	Pages,	please	
select	the	interested	part	of	the	file	

Through	the	shortcut,	please	select	the	
Print	in	colours	op1on	
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Iden1fy	the	number	of	pages	to	print	in	
colours	following	the	instruc1ons	

Note:	Print	Shop,	in	case	no	specific	request	is	submi^ed,	will	print	in	black	and	white.	

Right	on	the	right,	on	the	same	level,	
select	Double	Sided	then	click	on	save	
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Note:	in	order	to	proceed,	the	submi^ed	job	needs	to	be	approved	by	the	user.	
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For	 closing	 the	 request,	 please	 specify	 the	
shipping	 date	 and	 1me	 and	 indicate	 delivery	
instruc1ons	you	may	consider	necessary.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

The	 following	 page	 confirms	 the	 request	
submi^ed.	 In	 case	 of	 original	 paper,	 please	
print	a	copy	to	a^ach	to	the	file.		
Note:	the	correct	submission	of	your	request	
will	be	confirmed	by	an	email	no@fica@on	of	
receipt	sent	by	the	Print	Shop.		
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The	 new	 request	 for	 a	 print	 job	 has	
been	 sent	 to	 the	 Print	 Shop	 and	
listed	 in	your	Order	History	&	Status	
under	My	Account	

It	is	possible	to	submit	a	new	request	
for	 the	 same	 document	 without	
star1ng	a	new	procedure.	


