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Step 1:  Select Copy & Print from the top main navigation

Step 2:  Select Document Printing Services
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NOTE: File Cabinet will not be changing at this time.



Step 3:  Chose the product you wish to upload and configure

Step 3A:  You’ll have the option to change your 
product at a later time if you chose to.
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Step 4:  Once you’ve selected your product, you’ll have the ability to upload the document you want to print.
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FILE TYPES ACCEPTED: 
Word (.doc, .docx)
Excel (.xls, .xlsx) 
PowerPoint (.ppt, .pptx)
RTF (.rtf)
JPEG (.jpg, .jpe, .jpeg) 
PNG (.png) 
Bitmap (.bmp)
GIF (.gif)
TIFF (.tif, .tiff)

Step 5:  Upload your document. 

NOTE: You can upload up to 10 documents at one time.



Step 6:  View your document. You’ll have the ability to flip through each page of your
document to review how it’ll look when printed.

NOTE: Prior to uploading a document, you’ll have the ability to 
choose all your finishing options and get a real-time quote for the 
job you’re creating.

PRINT ON DEMAND GUIDE



Step 7:  Selct all your print and finishing options. Pricing will automatically update as options are chosen

NOTE: Page-level exceptions are 
available if you need to select specific 
pages within your document to have 
printed on different paper, or in  
color or black & white.

NOTE: All finishing options displayed will be specific 
to the product chosen.
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Step 8:  Once your document is configured, select “add to cart” and proceed to Check Out.
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If you’re experiencing problems, please call 800-983-3376.

NOTE: If you can’t find what you’re looking for, or if something is missing, 
click on “original version” to go back to the old print-on-demand tool.

NOTE: If you’ve chosen to go back to the original version, please select the reason why or 
choose other to type in a response. Once you select this and you revisit the site, you won’t be 
directed to this new version. After 30 days, you’ll be auto directed to the new version.
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