PRINTING DOCUMENTS

PTA has an account with WebCRD. This is also know as DISTRICT PRINTING. You can
simply send your print request to WebCRD approximately 3-4 days in advance, and the

flyers will be delivered to River Ridge.

BEFORE PRINTING, WE NEED TO INFORM YOU OF A FEW RULES:

+  ALWAYS RUN YOUR PROOF FOR APPROVAL THROUGH THE PTA. JIM
ROSE WILL NEED TO APPROVE EVERY DOCUMENT THAT GETS SENT
THROUGH WEDNESDAY FOLDERS.

+  NEVER USE SCHOOL OR LISD LOGO WITH OUT APPROVAL

+  MAKE SURE PRINTING COSTS INCURRED, IS INCLUDED IN

YOUR BUDGET.

Login

If you already have a WebCRD
Now are you ready? Sossatoginbaow. &N
STEP 1. Go to http://webcrd.leanderisd.org/ 4/ Distrct Users —

Select Standard AccouF

Step 2. Enter User Name and
Password: Make sure it

below to Log In.

Domain [ Local Account (C

User ID RiverRidge

Password sseesssssss

says LOCAL ACCOUNT
User Name: RiverRidge
Password: rattler16

Step 3. Choose file and Upload.

Upload A File

Select a file from your desktop.
pdf

Click GO BUTTON... You will
then see a different screen.

Step 4. View and approve proof. Put in

how many copies you need. THIS IS
WHERE YOUR TOTAL WILL BE
DISPLAYED. Approve amount and

Step 5. Submit! You should receive a
confirmation and date of delivery.

Select printing options, quantity per recipient and billing information. Cick Submit Order to submit your order.

Choose File | No file chosen

Multiple Files?

LEANDER

INDEPENDENT SCHOOL DISTRICT

Cart

Enter Order Name Orger 193341 08/12/2013

Printing Options ‘Add another file to order
v ltem [RunningRattiers2013REGFINAL.pcf Pages
Form #
Store in default folder until 09/12/2014 change
v New:
Presets PR B
Options ¥ ' Summary | Print = Binding | Folding | Covers
Print: Pages: 1, B/W, Simplex (One Sided), Wnite
Binding: Uncoliate
Other Notes ¥
Proof Options m @ Provide a sample of the document before processing my order.
1 approve the Pr and Preview.
Shipping Information Add another Shipping mensm From Distribution m
Requested Due Date 09/186/2013 i Note: Only dates when the print center is open may be selected.

Requested Due Date 08/16/2013

Dellvery Method Location RIVER RIDGE ELEMENTARY

Est. Delivery Date 09/16/2013 Pick up during business hours

SR v [ ey Gt | o,

¥ River Ridge PTA Qty [!

Billing Information

v Estimate $0.02 () Approve
Bill to River Ridge PTA
Charge code (12389


http://webcrd.leanderisd.org/
http://webcrd.leanderisd.org/

