
 

 

 

 

 

 
 

 Shakopee Public Schools 

 Central Duplicating 

 Print Job Submission Guide 
 

 

This Guide includes the following: 
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ISD 720 WebCrd Order Process.  Initial Login Site http://10.30.2.115/ 

Users Log in with Network Username and Passwords. 

Upon initial Login, users need to input their Personal Information- This will be used for shipping and billing.

http://10.30.2.115/


Landing Page. Two ways to submit files for printing.  

1. Uploading a file, 2. My Files 

 
1.) Uploading a file. Click Browse Button. Chose file and click Go. 

 
 

 



 
Upload a file. This is where you can Browse to a file to upload. 

 
 

2.) My Files. This is where you could chose previously uploaded files for resubmission.

 
Select the Quantity and click Add to Cart 

Upon completion click the Cart Icon (top right) of the screen. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

Shopping Cart- Order Page

 
Here we can start by renaming our Job by clicking the link above. 



 
Input a Name and click Save 



 
Basic options allow for selecting 1Sided or 2Sided and Paper Stock. 

Chose save when finished making selections. 

 



 
Advanced Settings for Finishing options 

 
Binding gives us Booklets, Program finishing as well as Staple and Collation options. 

Click Save after making selections. 



 
Folding gives us our Folding options as well as Punch selections. With Booklet or Program Orders these options are not needed. 

 
Cover Options. 

For Single page orders Collation maybe an option needed. 

\ 

For Some single page items Uncollated may be required, if so simply select it.

 
 

 



Finishing Options for Booklets and Folding. 

A quick Note on Booklets. 

Regular booklet files look like this. Pages are single and need to be imposed for proper printing. 

 
This is the correct Print selection for Folded Booklet output with Center Fold and Staple. 

 
 

 

 

 



Pre Imposed booklet files look like this. Pages are already laid out for Print. 

 
This is the Print Option for Print with Center Staple and Fold.

 
 

 

 



 
Next item is the Shipping Information, Select from the drop down list-Inter School Mail or Hold for Pickup. 

 
Last steps are to ensure the Building Code and Dept fields are populated and then click Place Order. 

 



Some last note on Profiles. 

Ensure under your Profile that all 

things relevant are set correctly. 

Items to pay attention to are 

Building and Dept codes as well 

as the default ship to and any 

finishing that is set. 

 

 

 

 

Default Print options are seen on 

the next page.  



 
Help is available on all screens by clicking Help in the Top Right of the page. 

 

 


