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A"er	logging-in,	please	click	on	
Printouts	
	
	
	
	
	
	
	
	
	

The	following	page	will	show	you	
the	available	templates	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Request	to	print	a	Working	Paper	



The	main	op=ons	selected	by	default	are	 the	 following:	double	
sided	print,	 cover	prin=ng	 in	 colours	on	200	gr.	Cardboard	and	
tape	binding.	 In	 case	 some	pages	 should	be	printed	 in	 colours,	
users	need	to	report	them	in	a	specific	field	as	shown	later.	
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•  Click	on	Begin	to	start	the	procedure	
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Browse	

•  Please	type	the	=tle/number	of	the	WP	and	the	quan=ty	
•  Click	on	Browse	and	select	the	file	to	submit	
•  Then	Upload	file	and,	a"er	few	seconds,	it	will	appear	on	the	
right	side	of	the	window.	
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The	Add	to	“My	Saved	Files”	op=on	allows	to	save	the	file	in	the	DSF	server.	
(to	use	only	when	necessary)	

Please	flag	the	Convert	to	PDF	check	box	
(this	op=on	is	not	available	if	your	file	is	already	a	PDF)			

My	saved	Files	



Example	of	a	request	submiVed	through	a	sole	file	inclusive	of	
front	and	back	covers	and	of	some	internal	pages	to	be	printed	

in	colours	
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The	main	 op=ons	 are	 selectd	 by	 default	 as	 it	
follows:	 internal	 pages	 in	 B/W,	 double	 sided	
print,	 cover	 on	 cardboard	 printed	 in	 colours	
and	 tape	 binding.	 To	 report	 pages	 to	 be	
printed	in	colours,	click	on	“Special	Pages”.	
	
	
	
	
	
	
	
	
	
	
	

Through	 “By	 Page(s)”	 users	 can	 select	 the	
numbers	 of	 pages	 that	 should	 be	 printed	 in	
colours,	for	instance:	2-5,	9-12.	Pick	the	op=on	
“Print	in	Colour»	and	“Double	Sided”.	
	
Note:	 The	 op=on	 “By	 File”	 can	 be	 used	
whether	 users	 submit	 several	 files	 with	 the	
same	 characteris=cs,	 for	 instance	 in	 case	 of	
conferences/seminars,	etc.		
	
	
	
	
	
	
	
	



A"er	se\ng-up	the	op=ons,	the	following	window	
will	show	the	preview	and	the	review	of	the	

request	

Note:	in	order	to	proceed,	the	users	must	flag	the	“I	Approve”	check	box	
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Informa=on	on	delivery	 Order	confirma=on	

Review	your	order	

•  We	kindly	remind	you	that	the	Print	
Shop,	in	case	no	specific	request	is	
submiVed,	will	print	in	black	and	white.	

•  Note:	 users	 will	 receive	 a	 no=fica=on	
email	 of	 correct	 receipt	 of	 the	 order	
submiVed.	


