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Download and install
Adobe Acrobat
In order for us to print your work correctly and and calculate the cost you must first save 
your work as a PDF. To create a PDF of your work you must first make sure you have Adobe 
Acrobat Reader installed on your device.

Adobe Acrobat is a piece of software used to view PDFs. There is a free version called Adobe 
Acrobat Reader and it is available as a free download directly from the Adobe website as per 
the link below.

https://get.adobe.com/uk/reader/

How to save a Microsoft Office
document as a PDF
Once you have Adobe Acrobat Reader installed you can then save your work as a PDF ready 
to send to the print room. This is the same method for all Microsoft Office documents (Power 
Point / Publisher / Excel etc.)

1. Click on File in the top left corner

2. Click on Save As



4. Drop down the menu for  and select PDF



How to quickly convert
a document to PDF

 on 
.



How to combine multiple 
files into one PDF

 them all and . Then select .

select 



Print Credit Top Up.
In order for us to be able to print your order you must have the required amount of 
Print Credit on your account. 

You can add money to your account by going to myprint.staffs.ac.uk

Then, select Add Print Credit from the list of op�ons on the Le� hand side. 

Next, from the Amount to add drop down menu select the amount you wish to top up by 
and click Add Value

You will then be taken to the payment screen where
you can pay by the card types shown.



Select BOOKLETS and click Start Order

   Op�on Two: Drag & drop. Find the file you wish to print from Windows Explorer on your PC,
   click and hold your mouse bu�on on the file and drag it over the Drag & drop files here box
   and release the mouse bu�on.

How to order a 
Booklet.
A booklet is characterised by multiple sheets of printed paper folded in the centre and 
stapled along the spine. They can have a card or paper cover and are ideal for short to 
medium length documents.

Step 1:  Choose your product

Step 2:  Attach your file

  Op�on One: Click Attach file bu�on. Then find the file you wish to print and click Open.



Step 3:  Give your print job a title

The system will work out how many colour / black & white pages your document has 
and display them here.

PLEASE NOTE: MICROSOFT OFFICE DOCUMENTS CAN NOT BE CALCULATED.
PLEASE SAVE YOUR WORK AS A PDF AND RESUBMIT.

Title



Step 4:  Job ticket

3. Cover



Step 5: Accounting & Delivery Options

Each job will be charged to your personal account and each order can be delivered through
Staffordshire University internal mail or to your home address by Royal Mail.

There are two delivery methods available for Students. Method one is Student Collec�on
where you order will be delivered to the Art shop or Print Bureau depending on term �me.
Method two is Student Home Delivery - please make sure you let us know your address 
in the Addi�onal instruc�ons box at the bo�om of the order page. Postage incurs 
addi�onal costs. 

From the Student Delivery Method students can select either Student Collec�on or 
1st / 2nd Class postage for home delivery. Please leave the Staff Delivery Method as default.

For delivery to your home address:
From the Delivery op�on drop down menu choose
Student Home Delivery

For Collec�on from the Art shop / Print Bureau:
Please leave the Delivery op�ons as default.



Step 6: Check the price of the order

Step 7: Submit the order



How to order a 
Bound Document.

Step 1:  Select the Product

   Select BOUND DOCUMENTS and click Start Order

Bound documents are usually for print jobs with a larger page count. There are four binding 
options to choose from and this guide will help you find the right one and place your order.

   Option Two: Drag & drop. Find the file you wish to print from Windows Explorer on your PC,
   click and hold your mouse button on the file and drag it over the Drag & drop files here box
   and release the mouse button.

Step 2:  Attach your file

  Option One: Click Attach file button. Then find the file you wish to print and click Open.



Step 3:  Give your print job a title

   Type the Title of  order here

The system will work out how many colour / black & white pages your document has 
and display them here.

PLEASE NOTE: MICROSOFT OFFICE DOCUMENTS CAN NOT BE CALCULATED.
PLEASE SAVE YOUR WORK AS A PDF AND RESUBMIT.



1.

2.

3.

4.

5.

6.

7.

8.

Step 4:  Job ticket

-  Choose whether you want to print on only one side of the
paper or both sides of the paper.

it blank.

 - Choose what paper stock you would like the pages inside the document 
to be printed on.



Binding Styles
1. Perfect Bound - No staples and a card cover that wraps around the en�re book.

2. Coil  - Plas�c Coil that is sealed on both ends and has the ability to open flat
and fold back around itself.

3. Fastback -  A thermal bind that glues a black linen strip around the spine of the book.
Choose from card, paper and clear plas�c covers.

4. Book Bound

5. Wiro Bind - Metal wire that loops through drilled holes on the binding edge.

- Hard back book with textured covers.



Step 5: Accounting & Delivery Options

Each job will be charged to your personal account and each order can be delivered through
Staffordshire University internal mail or to your home address by Royal Mail.

There are two delivery methods available for Students. Method one is Student Collec�on
where you order will be delivered to the Art shop or Print Bureau depending on term �me.
Method two is Student Home Delivery - please make sure you let us know your address 
in the Addi�onal instruc�ons box at the bo�om of the order page. Postage incurs 
addi�onal costs. 

From the Student Delivery Method students can select either Student Collec�on or 
1st / 2nd Class postage for home delivery. Please leave the Staff Delivery Method as default.

For delivery to your home address:
From the Delivery op�on drop down menu choose
Student Home Delivery

For Collec�on from the Art shop / Print Bureau:
Please leave the Delivery op�ons as default.



Step 6: Check the price of the order

 

Step 8: Submit the order

 

Total Cost for this order

Breakdown costs for this order



How to order a 
Standard Document.
Standard documents are the type of print job that only needs basic finishing such as a 
top-le� staple or hole punched. They are usually for documents with a low page count that 
do not require a cover.

Step 1:  Select the Product

   Select STANDARD DOCUMENTS and click Start Order

   Op�on Two: Drag & drop. Find the file you wish to print from Windows Explorer on your PC,
   click and hold your mouse bu�on on the file and drag it over the Drag & drop files here box
   and release the mouse bu�on.

Step 2:  Attach your file

  Op�on One: Click Attach file bu�on. Then find the file you wish to print and click Open.



Step 3:  Give your print job a title

 of the order here

The system will work out how many colour / black & white pages your document has 
and display them here.

PLEASE NOTE: MICROSOFT OFFICE DOCUMENTS CAN NOT BE CALCULATED.
PLEASE SAVE YOUR WORK AS A PDF AND RESUBMIT.



Step 4:  Job ticket

3. Single or Double Sided 

5. Punched



Step 5: Accounting & Delivery Options

Each job will be charged to your personal account and each order can be delivered through
Staffordshire University internal mail or to your home address by Royal Mail.

There are two delivery methods available for Students. Method one is Student Collec�on
where you order will be delivered to the Art shop or Print Bureau depending on term �me.
Method two is Student Home Delivery - please make sure you let us know your address 
in the Addi�onal instruc�ons box at the bo�om of the order page. Postage incurs 
addi�onal costs. 

From the Student Delivery Method students can select either Student Collec�on or 
1st / 2nd Class postage for home delivery. Please leave the Staff Delivery Method as default.

For delivery to your home address:
From the Delivery op�on drop down menu choose
Student Home Delivery

For Collec�on from the Art shop / Print Bureau:
Please leave the Delivery op�ons as default.



Step 6: Check the price of the order

Step 7: Submit the order



How to order a 
Large Info Print
This guide will help you to order print at any size from A4 to A0. There are also op�ons for 
lamina�ng and different paper types.

Step 1:  Select the Product

Select Large Info Print and click Start Order

   Op�on Two: Drag & drop. Find the file you wish to print from Windows Explorer on your PC,
   click and hold your mouse bu�on on the file and drag it over the Drag & drop files here box
   and release the mouse bu�on.

Step 2:  A�ach your file

  Op�on One: Click A�ach file bu�on. Then find the file you wish to print and click Open.



Step 3:  Give your print job a title

   Type the Title of the order here

The system will work out how many colour / black & white pages your document has 
and display them here.

PLEASE NOTE: MICROSOFT OFFICE DOCUMENTS CAN NOT BE CALCULATED.
PLEASE SAVE YOUR WORK AS A PDF AND RESUBMIT.



Step 4:  Job ticket

1. Quan�ty - type how many copies of the product you need. For example ‘500’

2.   Size - Choose the size of your Poster (A4 to A0).

3. Paper Stock -  Choose which type of paper you require. Ma�e or photosilk paper.

4. Finishing - Op�on for adding a laminate onto the poster - choose between Ma�e or gloss.

5. Locked Op�ons - These op�ons are locked and cannot be changed. These components
 are essen�al for a poster and so should remain the same on each Poster order.

2.

1.

3.

4.

5.

The image below is the job ticket for a Large Info Print order. Each row (1. through 5.) is a 
component of a Large Info Print that you can change. Clicking on a component will open a 
drop down menu displaying the choices availble.



Step 5: Accounting & Delivery Options

Each job will be charged to your personal account and each order can be delivered through
Staffordshire University internal mail or to your home address by Royal Mail.

There are two delivery methods available for Students. Method one is Student Collec�on
where you order will be delivered to the Art shop or Print Bureau depending on term �me.
Method two is Student Home Delivery - please make sure you let us know your address 
in the Addi�onal instruc�ons box at the bo�om of the order page. Postage incurs 
addi�onal costs. 

From the Student Delivery Method students can select either Student Collec�on or 
1st / 2nd Class postage for home delivery. Please leave the Staff Delivery Method as default.

For delivery to your home address:
From the Delivery op�on drop down menu choose
Student Home Delivery

For Collec�on from the Art shop / Print Bureau:
Please leave the Delivery op�ons as default.



Step 6: Check the price of the order

 

Step 7: Submit the order

 

Breakdown costs for this order



How to order
Leaflets & Certificates.

Step 1:  Select the Product

   Op�on Two: Drag & drop. Find the file you wish to print from Windows Explorer on your PC,
   click and hold your mouse bu�on on the file and drag it over the Drag & drop files here box
   and release the mouse bu�on.

Step 2:  A�ach your file

  Op�on One: Click A�ach file bu�on. Then find the file you wish to print and click Open.

There are a few op�ons to choose from when ordering Leaflets & Cer�ficates, from different 
sizes to different folding styles. This guide will help you find the right choices step by step to 
place your order.

Select LEAFLETS & CERTIFICATES and click Start Order



Step 3:  Give your print job a title

The system will work out how many colour / black & white pages your document has 
and display them here.

PLEASE NOTE: MICROSOFT OFFICE DOCUMENTS CAN NOT BE CALCULATED.
PLEASE SAVE YOUR WORK AS A PDF AND RESUBMIT.



Step 4:  Job ticket



Folding Styles



Step 5: Accounting & Delivery Options

Each job will be charged to your personal account and each order can be delivered through
Staffordshire University internal mail or to your home address by Royal Mail.

There are two delivery methods available for Students. Method one is Student Collec�on
where you order will be delivered to the Art shop or Print Bureau depending on term �me.
Method two is Student Home Delivery - please make sure you let us know your address 
in the Addi�onal instruc�ons box at the bo�om of the order page. Postage incurs 
addi�onal costs. 

From the Student Delivery Method students can select either Student Collec�on or 
1st / 2nd Class postage for home delivery. Please leave the Staff Delivery Method as default.

For delivery to your home address:
From the Delivery op�on drop down menu choose
Student Home Delivery

For Collec�on from the Art shop / Print Bureau:
Please leave the Delivery op�ons as default.



Step 6: Check the price of the order

Step 8: Submit the order



How to order 
Staffordshire University Letterheads.
You can order Staffordshire Uni le�erheaded paper through the online portal. Follow the steps in this 
guide that show you how to place an order. The print room has the file already so there is no 
need to a�ach one yourself. Just let us know how many you need.

Step 1:  Select the Product

Select LETTERHEADS and click Start Order

Step 2:  Name your order

   Enter a title for the order (This is so you can easily find it in ‘My Orders’ list)



Step 3:  Job ticket

Step 4: Delivery Options



Step 4: Check the price of the order

On the right hand side of the job �cket is the Es�mated Cost display. This will update the
the cost of the job with each change you make on the job �cket. 

 

Step 5: Submit the order

Once you have checked over the job �cket and are happy with the price you can press the
‘Submit’ bu�on in the green box in the bo�om right of the job �cket. The order will then
be sent to the print room ready for prin�ng. Or if you want to cancel the order press the 
‘Cancel’ bu�on, this will delete any changes to the �cket and no charge will be made.

 

Total Cost for this order

Breakdown costs for this order



Select EXAMS and click Start Order

   Op�on Two: Drag & drop. Find the file you wish to print from Windows Explorer on your PC,
   click and hold your mouse bu�on on the file and drag it over the Drag & drop files here box
   and release the mouse bu�on.

How to order 
Exam Papers.
Exam papers can be ordered through the portal and this guide will take you step by step 
through the ordering process.

Step 1:  Choose your product

Step 2:  A�ach your file

  Op�on One: Click A�ach file bu�on. Then find the file you wish to print and click Open.



Step 3:  Give your print job a title

The system will work out how many colour / black & white pages your document has 
and display them here.

PLEASE NOTE: MICROSOFT OFFICE DOCUMENTS CAN NOT BE CALCULATED.
PLEASE SAVE YOUR WORK AS A PDF AND RESUBMIT.



Step 4:  Job ticket



Step 5: Accounting & Delivery Options

Each job will be charged to your personal account and each order can be delivered through
Staffordshire University internal mail or to your home address by Royal Mail.

There are two delivery methods available for Students. Method one is Student Collec�on
where you order will be delivered to the Art shop or Print Bureau depending on term �me.
Method two is Student Home Delivery - please make sure you let us know your address 
in the Addi�onal instruc�ons box at the bo�om of the order page. Postage incurs 
addi�onal costs. 

From the Student Delivery Method students can select either Student Collec�on or 
1st / 2nd Class postage for home delivery. Please leave the Staff Delivery Method as default.

For delivery to your home address:
From the Delivery op�on drop down menu choose
Student Home Delivery

For Collec�on from the Art shop / Print Bureau:
Please leave the Delivery op�ons as default.



Step 6: Check the price of the order

Step 8: Submit the order



Select POSTCARDS and click Start Order

   Op�on Two: Drag & drop. Find the file you wish to print from Windows Explorer on your PC,
   click and hold your mouse bu�on on the file and drag it over the Drag & drop files here box
   and release the mouse bu�on.

How to order 
Postcards.
Postcards can come in a variety of sizes and finishes. This guide will take you step by step 
through the ordering process.

Step 1:  Choose your product

Step 2:  A�ach your file

  Op�on One: Click A�ach file bu�on. Then find the file you wish to print and click Open.



Step 3:  Give your print job a title

Title

The system will work out how many colour / black & white pages your document has 
and display them here.

PLEASE NOTE: MICROSOFT OFFICE DOCUMENTS CAN NOT BE CALCULATED.
PLEASE SAVE YOUR WORK AS A PDF AND RESUBMIT.



Step 4:  Job ticket



Step 5: Accounting & Delivery Options

Each job will be charged to your personal account and each order can be delivered through
Staffordshire University internal mail or to your home address by Royal Mail.

There are two delivery methods available for Students. Method one is Student Collec�on
where you order will be delivered to the Art shop or Print Bureau depending on term �me.
Method two is Student Home Delivery - please make sure you let us know your address 
in the Addi�onal instruc�ons box at the bo�om of the order page. Postage incurs 
addi�onal costs. 

From the Student Delivery Method students can select either Student Collec�on or 
1st / 2nd Class postage for home delivery. Please leave the Staff Delivery Method as default.

For delivery to your home address:
From the Delivery op�on drop down menu choose
Student Home Delivery

For Collec�on from the Art shop / Print Bureau:
Please leave the Delivery op�ons as default.



Step 6: Check the price of the order

Step 7: Submit the order




