
Uploading and Printing a Document  
 

Click on the Web Print link to upload a document for printing. 

 

  
 

 

 

On the Web Print page, click on the Submit a Job link. 

 

 
 



On the next page, select your printer.  If there is only one printer available, it will be 

automatically selected. 

 

 
 

Click on the Print Options and Account Selections button to continue. 

On the next page, choose the number of copies you would like to print of this document.  The 

system will always default to one copy. 

 

 
 

Click on the Upload Document button to continue 

 

 

 



On the next page, click the Browse button to find your document. 

 

 
 

 

Now that your file is selected, click the Upload & Complete button. 

 
 

NOTE: Clicking Upload & Complete button DOES NOT print your document.  You will not 

be charged at this time.  This step loads the document for you to print at a future time.  You are 

only charged when you print a document.  You can use this feature to pre-load documents for 

printing at a later time. 



 

When your document has been uploaded successfully, you will see this message: 

 
 

 

Documents waiting to be printed will appear on your Web Print page like this. 

 
 

Each document uploaded shows the printer where it will print, the name of the document you 

uploaded, the number of pages and the total cost to print the document.



Releasing a Document for Printing 
 

Click on the Jobs Pending Release link to display a list of documents you have ready to print.   

 
 

 

Available jobs appear on the right side of the screen.  If the document you wish to print is not 

listed, click on the Refresh Now button at the top of the list 

 
 

To print a document, click the [print] link to the right of document information.  Before you 

print, make sure you have a sufficient balance in your account to print the document. 

 

 

 



After clicking the [print] link, the status of the job will update to show it is queued for printing.  

If there is a problem printing the job, you will receive an email message from the system. 

  

 
 

 

Once your document has printed, the Job Pending Release page will show the remaining 

documents available for printing and the balance left on your account. 

  

 

 

 

 


