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PRINT SUBMISSION GUIDELINES

To help ensure a smooth and efficient printing process, please review and
follow the guidelines below when submitting your WEBCRD order.

e Do not submit copyrighted material unless you have permission to
reproduce it.
e Submit all original files as properly formatted, print-ready PDF
documents.
e Before submitting, verify that:
o Your document is complete and all pages are in the correct order.
o All content is clearly visible and positioned within the page
margins.
o The document is free of spelling, formatting, and printing errors.
e The Print Shop does not provide editing or design services, including
creating covers, adding page numbers, or designing original
materials.
e Select all required print options—including output, binding, paper
type, covers, and quantity—before submitting your order.
» Use the Notes section only for special instructions. Do not repeat
information that can already be selected in the order settings.
o If your order requires double-sided printing or multiple copies of the
same page, format your PDF accordingly before submission.

Tips for a Smooth Ordering Process:

e Use the Split feature when placing orders for multiple staff
members or teams to help organize and streamline your
request.

e For rush orders or cancellations, call the Print Shop
immediately. These requests cannot be submitted through
WEBCRD.

e Use the Notes section only for special instructions. Do not
repeat information that can already be selected in the order

settings.



LOG IN

INFORMATION

B henrypri@ocmboces.org 0 316-432-2628 (D WebCRD Online Help

OCMBOCES 3¢

Mo Account? Register Now!
Log In to Get Started Y QIStERioN

Registration takes less than a minute and allows you to:
&, Upload and order your own files

Userio B Choose from our custom online catalog
© Submit online to our Print Shop for printing

b Get your orders sent to your door
Forgot Password?

If your school district uses Google
Single Sign-On (SSO), you will be
logged in automatically. If you continue to
If your school district does not use experience login issues,
Google SSO, you will be directed to
the login screen, where you can

LOGIN TROUBLE

please contact your

school district’s Help Desk

for assistance.
enter username and password.

Use the same username
and password you use
to access your school

account/email.




WEBCRD HOME SCREEN

B henryprt@ocmboces.org 0 315-433-0523 @ WebCRD Onlinegid I

Ordering Home Item Catalog My Orders

PRINTING MADE EASY

Ordering from Document Services has never been easier.

Upload a File from your desktop, search our Item Catalog, or search for personal items in your My Files catalog.

Special
Orders

Upload a
File

Are you new to our Online Printing Services?
Click here for our helpful Getting Started guide

Get our SurePDF Driver for accurate printing, every time!

—J —J
Windows Mac 0S5 X
woad the SurePDF Client Download the SurePDF Client
for Windows for Mac 0S X

SurePDF is a client-side print driver that converts documents,
(special fonts and pdf layers) to reliable print-ready PDF from any
application on your computer.



HELPFUL INFORMATION

BEFORE YOU SUBMIT CHECKLIST

e Format Check
o [s the file a properly formatted, print-ready PDF?
o [s the text easy to read?
o Are photos and backgrounds clear and properly formatted?
 Content Review
o Have you checked for:
= Spelling and grammar
» Margins and alignment
= Page order
» Overall formatting
e Approval Check
o Do you need approval for color printing or posters?

WHAT YOUR ORDER STATUS MEAN:

Order has been received but has not yet been sent to

RECEIVED ,

the print queue.
PRINTING Sent to Print Queue / Being Printed
READY TO SHIP Part of the order has been shipped.

SHIPPED OR PRINTED The entire order has been shipped.



B henrypri@ocmboces.org 0 315-433-2623

O C M B O C ES 3*'{ AlLv | Searchforitems Q ©

OCM BOCES

Ordering Home Item Catalog My Orders

PRINTING MADE EASY

Ordering from Document Services has never been easier.

Upload a File from your desktop, search our Item Catalog. or search for personal items in your My Files catalog.

Special
Orders

Upload a
File

Are you new to our Online Printing Services?

Click here for our helpful Getting Started guide

HOW TO ORDER

@ WebCRD Online Help

2, O

o

henryprt h. Cart

Get our SurePDF Driver for accurate printing, every time!

nin nin
Windows Mac 0S X
ywhnload the SurePDF Client Download the SurePDF Client
for Windows for Mac 05 X

Options to Start an Order
e Upload a New File from your computer
e Search the School Catalog
e Search Your Past Order PDFs
e Hard Copy (Lamination ONLY)




HOW TO ORDER

After uploading your PDF, you will
be directed to a page similar to the
one shown below.

Customizing AT00pages8 1.pdf @ fename [ ¥ Edit / Replace @ Attachments & Iter Dptions & Help
i
.E’ Quantity
=

= o0
# Page Count

101 page(s)

Quick Sets

I%g 1-Click Print Options =

E[!_l Booklets =

Customize Options

Qutput
¢ B/W

Paper
Hone

[F| Sealing
L1 Scale Down Only

You can now review your order and make any
necessary changes before submitting it.



Customizing A100pageé8 1.pdf

\E. Quantity
=+« D

# Page Count
101 page(s)

Quick Sets

1-Click Print Options
Q
D,!i Booklets

Customize Options

‘ Output
B/W

Paper
None

[ Scaling
(1) Scale Down Only

= Scaling
i Scale Down Only

Plex
2-Sided / Long Edge Flip
[E Covers
Binding
Folding & Punching

Special Instructions "

* Aad eRAwes (7 Oreview

4

4

+

4

+

+

OPTIONS EXPLAINED

[ Rename




OPTIONS EXPLAINED

NAMING THE ORDER

Customizing A100pageé8 1.pdf & Rename ) (1]

Rename your order to make it easier to Examples:
identify and locate in the future. Using a Unit 1 - shapes HW
clear, descriptive order name helps you Unit 1 - Shapes note packet
quickly search for past orders and allows Unit 1 - quiz
the Print Shop to accurately identify your Unit 1 - Test
request.

ORDER INFORMATION

Enter the total number of
copies needed for your
order. Quantity Options x

'\é— Quantity
« 0

# Page Count
ot poges

The total number of pages
included in your uploaded
PDF. (Can’t be changed)



Quick Sets

?;{ 1-Click Print Options

D,_.I ?Ic:-c:lklets

Booklets

Uploaded File Layout

OPTIONS EXPLAINED

4+5 Quick Sets

Preset Order Settings

1-Click Print Options X
Packet - Corner Staple. Packet - Corner Staple. Uncollated with
2 Sided 2 sided, 3-hole punch separators

. Booklets

Standard: document was NOT created with a
design tool in a print-ready booklet foldable

i format (single page documents)

Standard Already Imposed Pre-Imposed: document was created with a

Chogse if this document still needs to be Choose if this &
nat [ I

converted to a print-ready booklet format [most {imposed) into a pri

comman).

Style

e
aln

Mo Booklet Booklat

Size/Paper/Covers

Choosa Paper

ocumant s aiready converted design tool in a print-ready booklet foldable
ey format (pre made booklet already looks like a
booklet when looking at it)

Tip: Most Little Reader booklets
fall under Pre-Imposed

Choose Booklet sizes:

e Small Booklets - 8.5 x 11
e Medium - 8.5 x 14
e Large Booklets - 11x17

A

Choose Covers

Choose paper is the inside page
Choose covers is the cover pages



OPTIONS EXPLAINED

Black and White
Output Color Ink
* Your district may require
}%proval for color printing.

eck with your school

Output before proceedmg

- B/W 7 Poster Size (24 x 36)

Qutput X

B/W Caolor Poster Size

7 P a p er O p tions This will open a screen (shown below) where

Body Paper you can view the available paper stock.

On this screen, you can

Paper 5
None view the available paper
sizes and color options.
Click the drop-down
Paper Options . menus to view additional
options.
Hame Color Size
winate 8,511 201, White USLETTER =
ssierTen ' Please Note: Paper
yellow 8.5x1 200b. Yellow USLETTER . e
availability may change due
blue B.5x11 201D, Blua USLETTER . .
to supply chain issues.
green 8.5x11 201b. Green USLETTER
panik B.5x 11 2000, Pinik USLETTER
gokiensod B.5x11 201b. Goldenrod USLETTER Please Note: The,re ’i/S a
salmon B.5xT 20/, Salman USLETTER limit Of Seven COlOT/pa,pe?"
white cardstock 8.5xT1150 . white USLETTER ChOiCGS pe,r OTdeT
yellow cardstock B.9x11 150 Ib. Wellow USLETTER

blue cardstock 8.5x11150 . Blue USLETTER



OPTIONS EXPLAINED

Center
S C al i N g » Centers your document on the page.

Scale Down Only
* Reduces the document size if it is too large or

too close to the margins.
Scale to Fit

[d Scaling

Scale Down Gnly - * Adjusts the document size to fit the page.

Scaling X
1] [ cf
Center Scale Down Only Scale To Fit
1 O P l ex 1-sided 2 Sided long Edge 2 Sided Tumble Short
Print on the front Flip Edge Flip
of the page only Print on both Print on both sides of
sides of the page the page - Landscape
- Portrait Flip Flip

= Plex . You can see Fhe results of

@ 2-Sided / Long Edge Flip your chotice on the

preview image
Plex X
E :
1-Sided 2-Sided / Long Edge Flip 2-Sided Tumble / Short

Edge Flip



OPTIONS EXPLAINED

11 C OVErs Want to add covers to your order?

Click the Covers section. This will open a screen similar to the

one shown below.

EIEH Covers 5

Cover Options X

No Covers v

No Covers

Same Front and Back Covers

Different Front and Back Covers

Same Front and Back Covers Different Front and Back Covers
Cover Options X Cover Options x
Same Front and Back Covers w OI;II! '-.'.": Front and Back Covers

Front Cover

l.'-'l. '.'.|-“IL 8.5x11 2010, Q
nLCL white 88«11 20ib (o]
o Elank Cowver Print on Inside Print on Qutside Print on Both Sides
Mo Cover ) Blank Cover Print on Inside Print on Qutside Print on Both Sides
Color Covars with B/W Pages = Back Cowver
Tips: hJ.Q white 8.5x11 2015, [e]
* OUtSIde ls the Slde faCIHg the reader' For a Mo Cover oBlunk Cover Print an Inside Print an Dutside Print on Both Sides
front cover, you will generally want printing
On the Outside. Codor Covers with B/W Pages &

* The Back Cover is usually blank or printed
on the Inside.

Check the preview to see how the cover looks before submitting



OPTIONS EXPLAINED

Binding

Binding 5

COLLATED
» Sheets are together as a complete
set in order (example 1,2,3..,1,2,3..)

UNCOLLATED
» Sheets are all grouped together
then the next page (example 1,1,1.., Select Binding x
2,2,2..), this one come with slip

None

sheets
STAPLE OPTIONS E

Collation

e Left Corner ¢ Landscape
e Dual Staple ¢ Dual Landscape

3 3

-
. .
. . = = 1 z
Tlps' Collate Mo Staple  Uncollated (with saparation shaets)
e 50 double sided Sheets is the Max you
can staple. Saple
« Can add color paper covers to the i ’ i [ ]
packet. |
1

» Staple Jobs are not counted out in groups

Single Portrait  Single Landscape Diial Partrait Diial Landseape

Coil Binding (10 business days to complete, MAX 250 pages)

TAPE BINDING
Black Tape on the Left side of the .!
Book only - No 3 hole or color ink Biack (8 business days to complete)
printing Tape Binding (MAX 120 PAGES - NO COLOR PRINTING, MO 3 HOLE)
Requirements \
e Order need to be at least Black (20+ Pages)

o 20+ single sided pages
o 40+ double sided
o 120 max pages

COIL BINDING

Black Plastic Coil on the Left side
of the Book
e If you need the placement in a
different location, please leave
a note when ordering

* Requirements Order need to be at least
o 50+ single sided pages
o 100+ double sided
o 250 max pages



OPTIONS EXPLAINED

Folding & Punching

Folding & Punching 5

Select Folding & Punching x

Hone

Q

Folding

Single Fold Z-Fold Tri Fold

Punch

Left3

Folding
o« We offer the following fold options: Single Fold, Z-Fold, and Tri-Fold.
e We can fold the following paper sizes: 8.5 x 11, 8.5 x 14, and 11 x 17
paper only.
o We can only fold one sheet at a time. If you need multiple sheets
folded together, please contact us first.

3-Hole Punch
e Holes are punched along the left side of the paper.
e Please Note: 3-hole punching cannot be added to booklets or the
following stocks/finishes: Coil, Tape, Booklets, Never Tear, or
Oversize Stock.



OPTIONS EXPLAINED

IR¥ Other

Other [not shown)

- oo

Other Finishing Options -
[ | Cutting

[ | Padding

[ | Laminating

Cutting
» Select Cutting when your document needs to be cut.
 In the Notes section, provide clear instructions for how you would like the document cut.

Pad Printing
» Pads are printed on standard 20 Ib. paper with cardboard or cardstock backing and are glued
along one side.
* When ordering, please include:
» Paper color — Select your desired paper color.
* Finishing — Select Padding under "Other."
» Special Instructions — Specify:
o The total number of pads needed.
o The number of sheets in each pad.
o Which side should be glued.
Example: 50 pads with 50 sheets per pad, glued on the top.

Lamination
If your order re.qul.res lamination: Items We Cannot Laminate
* Select Lamination under the  Never Tear or other plastic materials
appropriate printing /finishing * Very small items, such as coin-shaped pieces
options. * Items containing gems, buttons, clips, foam
. « T stickers, feathers, wet paint, or similar
* Also indicate “Lamination” in the materials

Notes section. e Items over 36 inches wide



EXCEPTION /INSERT PAGES

Need a specific page in color or need a page to be one-sided?

Customizing A100pagedsd 1.pdf @ fename [ ¥ Edit / Replace & Attachments & Item Options @ Help
'E. Quantity
=
= 0

# Page Count
101 page(s)

Quick Sets

IR§ 1-Click Print Options -
Bocklets
(AL +

Customize Options

Quetpust
. B/wW

Paper
Hone

= Scaling

L1l scale Down Only

2 Sealing

LL Bcale Down Only

ﬂ Prax
2-Bided / Long Edge Flip
Covars

Binding =

F.n!a-'\ Punchs

Special Irtrugtions =
+

* Not shown in preview
\Right ciick on Brinviw POgES for Mofe cplions.

(B Holp

—

First Expand to see all the
pages and make any changes



Custemizing ATD0pagess 1.paf

nnnnnnnnnnn

51 Plex
L_J 2-Sided  Long Edge Flip i -

E|: = . 2%
. 5

Sing & Punching - 3

Right Click on your
mouse to get this
menu

Change to color
* Change certain page to

color or to black and white

Select Paper for Page:
* Change specific page to a
different color then the
rest of the document

EXCEPTION /INSERT
PAGES CONT.

a

a =]
L] L] - &5 - & -
o
o
o o s
L] L L LI L] L] -
o o
8 & 20 2 ' L L
o o

Lt

o Change to Color

% Select Paper for Page

E Select Print Sides for Page >
g [ Blank Sheets >
:| Blank Pages »

6 9 Show in Preview

Select Print Sides for pages
* Change specific page to print differently then
the rest of the document

Blank Sheets/Pages
e Add black sheets to the order

Change Cover
* Change what the covers look like



SPECIAL INSTRUCTIONS

Special Instructions *
p -

Special Instructions for this Item X

‘ Special Instructions (if any)

-~
0/ 2000

Use the Special Instructions/Notes section only for special requests or
information the Print Shop needs to know about your order.

Please do not use the Notes section to repeat information or request
options that can already be selected during the ordering process, such as
paper type, finishing, binding, color, or quantity.

If an option can be selected in the order settings, please select it there
instead of listing it in the Notes section.

Approved Instructions Not Approved Instructions

add a staple
Please cut in 8th p

, first page cardstock cover
Please laminate

. ) uncollate the pages
Time Sentive Program

) pages 8, 9, 22
Please Tri Fold ( letterhead on top)

page the first page the cover
page, choose yellow or pink



WEBCRD
EDIT / REPLACE PDF

Only Need Certain Pages

Example of past notes that will fit under this
e need page 1 not 2
 need page 1,5,6,8,3,45,65
 need only page 9
e do not print page 10
e do not print the last page

Click Edit/Replace

Customizing A100pegedd 1.pdl i Berame B * Edit f Replace & Attachmants & ltem Options & Help

Output

Cnyric

Edit or Replace Document

& Edit Document
-

Pop Menu will show up

Browse

Replace file...

Edit Document: edit current pdf
Replace: replace current pdf with Repinoe
new pdf
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g1 P 2 e § ged Fag Fage & Fap e B
oa a o & o a o & o a o a 0o e
B 10 El 2 | [ 1s | 24 | 35 | 36 |
Page & Page 10 Page Page 12 Page 13 Pago 14 Page 15 Page 1
oa a e o a o a aa o @ o a 0O a
[z | 12 B3 20 | B3 22 22 | 22 |
g1 Page 18 Pag Page 20 Page 2 Papge 22 Page 23 el
o a aa 0o a o a a a o @ o a o a
Editing A100pages8 1.pdf Document... 5 | .
On this screen, you will n E
see all the pages included

in your PDF.

You can delete any pages
you do not need by Page 1 Page 2
clicking the trash bin O )@ 0 @
icon below the page.

Once you have removed

the unnecessary pages

and only the pages you B
need remain, you can

continue with your order. e ——sssss——————

Click Compose

The PDF will automatically update to reflect the changes you made.



Only Need Certain Pages
GOOGLE CHROME PDF

Open PDF In Google Chrome

" Click the
Printer Icon

Destination
e Save to PDF

Pages
e Custom

e Add pages only
needed

Click Save

Name file and save

into in downloads

or under your own
folders

NEW PDF IS CREATED




By clicking "Approve & Continue” you confirm that you have reviewed this document and are ready to submit for printing / fulfillment. YR BT '
The current print options will also be saved as the default options for this item. [Change PP J

By clicking "Approve & Continue," you are confirming
that you have reviewed your order and verified that
all settings, options, and the uploaded PDF are
correct and ready for printing.

This will not bring you to your home page

Please note: Your order has not been submitted yet. You will
need to complete the remaining steps and submit the order
before it is sent to the Print Shop for processing.

OCMBOCES ¢ - ] O A ¥

Upload a File from y L n your My Files catalog

Get our SurePDF Driver for accurate printing. every timel

R A



SHIPPING

Confim all Shipping Information, Due date (can be changed)

1. Shipping 2, Payment 3. Review Order Summary

Cart ID: 1037659

Ship To + Add Recipiont

henryprt henryprt Items in Cart

print shop Ereang

CompanyName

cgaca@cnyric.org A100Dpagesd8 1 .pdf &
Quantity: 20 W

Choose Ship Date

Thursday, August 13, 2026 B

Choose Shipping Method

Shipping Method Estimated Delivery Date
© Local Courier - BOCES/School Drivers Friday, August 14, 2024

Add Shipping Instructions for this recipient

+ Back

Start a Mew Cart | Continueg =

Please do not leave note here, only in
the special instruations in the settings

SPLIT ORDER/ORDERING FOR THE TEAM

Step 1= Add Recipient Step 2 - Choose Ship Method for New Recipient ®

Baeypet hanrypet &

m Click Next

& Step 3 - Choose Quantities for this Recipient %

Product Details Quantity

AT0Dpagess 1 paf
# Pager

Add Recipient from current natdi
list or add new Recipient

Enter Quantities or Add more Recipients
Click Done



SHIPPING CONTINUED

PAYMENT SCREEN

Checkout

(% 1. shipping 2 Payment 3. Review Order Summary

Billing Address

henryprt henrypri

xS

Payment Method & Account Codes

CLICK "CONTINUE."
DO NOT ADD OR CHANGE ANYTHING ON THIS SCREEN.

REVIEW SCREEN

okt

Review Your Order

CLICK "COMPLETE ORDER."
IF EVERYTHING IS CORRECT AND MATCHES THE ORDER

ORDER HAS BEEN PLACED



QUESTIONS OR CONCERNS?

Questions, Need to cancel or change a job, searching for a lost job.

Please contact us at henryprt@ocmboces.org or (315) 433-2623

Tip for contacting us:
e For WEBCRD Jobs please have the job order number handy.
e For Hard Copies Jobs please let us know your name, school,

and type of job so we may locate your job faster

Thank you for choosing the OCM BOCES Print Shop for your printing needs.
We appreciate the opportunity to assist you with your printing and document
needs. We are committed to providing quality printing services and products

to our schools and districts.

If you have any questions, feedback, or need further assistance, please don'’t

hesitate to contact the Print Shop.

OCMBOCES }*‘{

CNyric




	WEBCRD
	LOG IN INFORMATION
	If your school district uses Google Single Sign-On (SSO), you will be logged in automatically.
	If your school district does not use Google SSO, you will be directed to the login screen, where you can enter username and password.
	LOGIN TROUBLE
	Use the same username and password you use to access your school account/email.


	WEBCRD HOME SCREEN
	SurePDF is a client-side print driver that converts documents, (special fonts and pdf layers) to reliable print-ready PDF from any application on your computer.

	HELPFUL INFORMATION
	Format Check
	Is the file a properly formatted, print-ready PDF?
	Is the text easy to read?
	Are photos and backgrounds clear and properly formatted?
	Content Review
	Have you checked for:
	Spelling and grammar
	Margins and alignment
	Page order
	Overall formatting
	Approval Check
	Do you need approval for color printing or posters?
	WHAT YOUR ORDER STATUS MEAN:
	RECEIVED
	Order has been received but has not yet been sent to the print queue.

	PRINTING
	Sent to Print Queue / Being Printed

	READY TO SHIP
	Part of the order has been shipped.

	SHIPPED OR PRINTED
	The entire order has been shipped.

	Options to Start an Order


	HOW TO ORDER
	You can now review your order and make any necessary changes before submitting it.

	OPTIONS EXPLAINED
	NAMING THE ORDER
	Rename your order to make it easier to identify and locate in the future. Using a clear, descriptive order name helps you quickly search for past orders and allows the Print Shop to accurately identify your request.


	OPTIONS EXPLAINED
	Examples:
	Unit 1 - shapes HW
	Unit 1 - Shapes note packet
	Unit 1 - quiz
	Unit 1 - Test

	2 + 3
	ORDER INFORMATION

	4+5
	Quick Sets


	OPTIONS EXPLAINED
	Preset Order Settings
	Booklets
	Choose Booklet sizes:
	Small Booklets - 8.5 x 11
	Medium - 8.5 x 14
	Large Booklets - 11x17
	Choose paper is the inside page
	Choose covers is the cover pages

	Output
	Paper Options

	OPTIONS EXPLAINED
	Scaling

	OPTIONS EXPLAINED
	Plex
	1-sided
	2 Sided long Edge Flip
	2 Sided Tumble Short Edge Flip

	Covers

	OPTIONS EXPLAINED
	Different Front and Back Covers
	Same Front and Back Covers
	Check the preview to see how the cover looks before submitting
	COLLATED
	Sheets are together as a complete set in order (example 1,2,3.., 1,2,3..)
	UNCOLLATED
	Sheets are all grouped together then the next page (example 1,1,1.., 2,2,2..), this one come with slip sheets


	Binding

	OPTIONS EXPLAINED
	STAPLE OPTIONS
	Left Corner
	Dual Staple
	Landscape
	Dual Landscape

	TAPE BINDING
	Black Tape on the Left side of the Book only - No 3 hole or color ink printing
	Requirements
	Order need to be at least
	20+ single sided pages
	40+ double sided
	120 max pages

	COIL BINDING
	Black Plastic Coil on the Left side of the Book
	If you need the placement in a different location, please leave a note when ordering
	Requirements Order need to be at least
	50+ single sided pages
	100+ double sided
	250 max pages

	Folding
	3-Hole Punch
	Cutting
	Pad Printing
	Items We Cannot Laminate

	EXCEPTION/INSERT PAGES
	First Expand to see all the pages and make any changes

	EXCEPTION/INSERT PAGES CONT.
	Right Click on your mouse to get this menu
	Change to color
	Select Paper for Page:
	Select Print Sides for pages
	Blank Sheets/Pages
	Change Cover


	SPECIAL INSTRUCTIONS
	Use the Special Instructions/Notes section only for special requests or information the Print Shop needs to know about your order.
	Please do not use the Notes section to repeat information or request options that can already be selected during the ordering process, such as paper type, finishing, binding, color, or quantity.
	If an option can be selected in the order settings, please select it there instead of listing it in the Notes section.

	Approved Instructions
	Not Approved Instructions
	add a staple
	Click Edit/Replace


	WEBCRD
	EDIT / REPLACE PDF
	Only Need Certain Pages
	Pop Menu will show up

	Once you have removed the unnecessary pages and only the pages you need remain, you can continue with your order.

	Click Compose
	Only Need Certain Pages

	GOOGLE CHROME PDF
	Open PDF In Google Chrome
	Click the Printer Icon
	Destination
	Save to PDF
	Pages
	Custom
	Add pages only needed
	Click Save
	Name file and save into in downloads or under your own folders


	Once the pdf and all the need options are selected you can click
	By clicking "Approve & Continue," you are confirming that you have reviewed your order and verified that all settings, options, and the uploaded PDF are correct and ready for printing.


	ORDER NOT YET SENT
	This will not bring you to your home page
	OPEN YOUR CART

	SHIPPING
	Please do not leave note here, only in the special instruations in the settings
	SPLIT ORDER/ORDERING FOR THE TEAM
	Add Recipient from current list or add new Recipient
	Click Next
	Enter Quantities  or Add more Recipients
	Click Done


	SHIPPING CONTINUED
	PAYMENT SCREEN
	REVIEW SCREEN
	ORDER HAS BEEN PLACED

	QUESTIONS OR CONCERNS?
	Questions, Need to cancel or change a job, searching for a lost job.
	Please contact us at henryprt@ocmboces.org or (315) 433-2623
	Tip for contacting us:
	For WEBCRD Jobs please have the job order number handy.
	For Hard Copies Jobs please let us know your name,  school, and type of job so we may locate your job faster


