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WebCRD 
The Print Shop is delighted to announce the availability of WebCRD. This new tool uses cutting- 
edge technology to make it simple and fast to submit your print jobs. This will help us to deliver 
you even better results more cost effectively. 

WebCRD has many great features for you such as: 

 Easy to learn and simple to use
 Enables you to place an order anytime anywhere you have access to the internet
 Saves time with a simple single-screen ordering process
 Intuitive file uploads with automated PDF conversion from Macs to PCs
 Immediate on-screen document preview prior to ordering
 Email notification status
 One-click reprints of previous orders
 24x7 job status available and email updates

We look forward to providing you with even better service through WebCRD. If you should 
have any questions, please call the Print Shop at 941-486-2165. 

Sincerely, 

Dave Chappell 
Print Shop Supervisor 

We take copyright infringement seriously. In the event of a lawsuit, you/and your school 
must be able to produce proof of purchase or WRITTEN permission from the copyright 
holder to reproduce these materials. 
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How to submit a job to the cloud for printing 

1. Log on to MySCS account.

2. Click on the Search icon and type Print Shop.
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3. Click on the Print Shop icon to add it to your account.

4. Enter your Contact Information (for location enter your school name, not your cost
center) and click Save.



5. Upload a document – Click to browse (Only PDF files can be used for ordering). Make sure
all necessary changes to the file are made before uploading it.

6. Select a PDF file and click Open.
7. Provide an Order Name and select Continue.
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8. Enter the Quantity.

9. For specific print options click Preview/Change Options.



10. Additional options are available. Under Scaling always choose Scale to Fit. Once you have
selected your print options select Done with Print Options.

11. Select your school from the Cost Center Name menu.



9 

12. You may need to scroll down to find your school.

13. Select Place Order.



14. You will receive an email confirming your order. It may be delivered to your junk folder.



Important items for printing submission 

 PDFs must be less than 500 MB. If your file is larger than 500 MB, you need to create a
new PDF. See page 13.

 If your PDF is in color, you will need to create a new PDF in black and white because the
file is too large. See page 13.

 We are unable to print secured PDFs. It will say SECURED at the top of the pdf.  Make
sure you have permission to copy the file. If you have permission, print out a hard
copy, rescan it to a PDF, and resubmit the job. See the example below.

 We are no longer able to extract pages (ex.  you only want two pages printed from a 50-
page file). Before you submit the job, you need to have the pages extracted from the
PDF. See page 16. 

 If you try to extract pages and receive an error message like the one below, your PDF is
secured. If you have permission, print out a hard copy, rescan it to a PDF, extract the
pages, and resubmit the job.

If you are submitting the same order for multiple teachers, use one order number. See 
page 26. 
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The following items require a regular request form 

• Color copies
• Color newsletters
• Letterhead
• Envelopes
• Business cards
• NCR paper (carbonless paper)
• Any single page (1,000 or more copies) order
• Padding
• Cutting
• Tabs
• Internal Account Items

o Any type of fundraiser (ex. PTO, PTA, & Box Tops)
o Uniform sales
o Yearbook sales
o Donations to food banks
o Book fairs
o Childcare items
o Personalized memo pads
o Non-personalized memo pads for staff given as gifts
o Playbills



How to reduce the PDF size if it is more than 500 MB 
or downloaded from the internet 

1. Open the PDF file in Acrobat and select the File tab and select Print.
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2. Select Adobe PDF from the drop-down menu and select Print.

3. Select the Icon to the right and rename the PDF and select Save.



4. You will receive a message stating a PDF file was created.

5. Log onto the WebCRD and submit the new file for printing.

6. If you do not have this feature in Adobe, then contact your IT department.
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How to extract pages from a PDF file using SurePDF 

1. Open a PDF file.

2. Click on the File tab and select Print.



3. Select the Printer drop down menu.

4. Select the Sarasota Print Shop.
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5. Select Pages and list the pages you want printed.

6. Scroll forward or backward to review the pages.



7. Select Print.

8. Open Internet Explorer.
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9. Log on to your My Sarasota Account.

10. Select Checkout.



How to convert Microsoft Word, Excel, and PowerPoint files 
to a PDF file using SurePDF 

1. Open a Microsoft Word, Excel, or PowerPoint file.

2. Click on the File tab.

3. Select Print.
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4. Select the Printer drop down menu.

5. Select Sarasota Print Shop.



6. Select the Print icon.

7. Your document will be converted to a PDF file.
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8. Open Internet Explorer.

9. Log on to your My Sarasota Account.



10. Provide an Order name.
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How to add other teachers to your order 

1. Select Add Address.

2. Select Create a new contact.



3. Enter the teacher’s information and Save.
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4. Select Quantity.

5. Enter the Quantity and Save.



6. Your job ticket will list your name and the teachers you have added to your order.
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How to change your school location settings 

1. Log on to your Print Shop icon and select My Account.

2. Select Modify.



3. Enter the name of your school (not your cost center number) and click Save.
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How to change default settings 

1. Select My Account.

2. Scroll to the bottom of the page and select the Print tab.

3. Select the drop-down menu in Output to B/W and select Save.



Paper Choices 

3-hole punch paper 
labeled drilled
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Binding Choices 

Please limit tape bind and comb binding books to 100 pages including covers. The 
minimum number of pages needed is 20 pages. Tape bind and comb binding icons 
will not be shown if the number of pages is less than 20. Preview your job before 
you submit it because we are unable to make changes to your PDF. 
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