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This is where your Progress begins 
for uploading and selecting specific 
Print Options. 

Be sure to have  
CONVERT TO PDF 
checked (if you have a 
Microsoft Publisher .eps 
or .JPG file, uncheck 
CONVERT TO PDF) 
 
If you think you may  
use this file again, check 
the ADD TO MY SAVED 
FILES box. 
 
Click Save My Job 

Browse for a file to 
upload to us  

6 
Type in a Job Name  
and Quantity 

Choose the UPLOAD tab to 
electronically submit job file or 
OFFLINE MATERIAL tab to drop 
off your saved job files on Disk 
in person. 



After Uploading You will notice your file in 
the FILE(S) ADED TO THIS JOB field. 
 
Your file has been converted to a PDF 
format. To proof your file click on the file 
name. (you will be asked later to preview 
the file in a smaller window, but if it looks 
good now, than you can approve the later 
preview) 
 
Click Next 
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This is where you select specific 
Print Options. 
 

Add special instructions at the 
bottom if needed or choose next/
previous to continue or modify 
your job. 
 

You will be asked to Review 
your Print Options as well as 
approve a Preview of your job 
prior to final submission of  
your job.  
 

(once you approve your job, 
the Document Production 
Center is not responsible for 
any typos, or errors in your 
job’s formatting and design 
layout.) 

Be sure to Chose Paper/Media as well as 
paper color such as:  
 20# COLOR: WHITE 
 COVER STOCK COLOR: 80 SAGE 
 TEXT STOCK COLOR: 70 TALC 
 HOTS STOCK COLOR: 60 HOTS RED 
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Review your final Print Options and you can  
review your uploaded file by selecting the 
File Name or if you selected “DO NOT CON-
VERT TO PDF” earlier, than click on “EDIT” 
next to the file name. At that point you will 
be sent to the upload file page and you can 
click on the file name 

Be sure to check I Approve 
before continuing. You will 
not be allowed to continue 
until the box is checked 

This is just a thumbnail 
preview - Don’t use this 
to approve your file 
preview (See Below) 



Choose Due Date 11 

Choose Pick up or 
Delivery 

12 
Choose Checkout 13 

Type your FRS Account Code 
Please include 4 digit subcode 
(ex.) 123456-3141 (11 Digit max.) 

14 
Choose Next and 
then review your 
order and Choose 
Place My Order 




