How to use ePrint

ePrint is a simple-to-use application to enable LSE staff to upload print jobs electronically to

Reprographics. You can upload and submit your print jobs in minutes.
This step-by-step guide takes you through the basic process of submitting a job.

1. Loginto LSE for You (LFY) via your web browser.
2. Select Reprographics | EPrint from the menu on the left of the screen.
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3. Select the EPrint Server link from the main browser window. This will open up a window

that will display the following options.

You Now Have 2 Options

1. Order Stationary 2. Upload Documents For
Printing

Select this option to order station

**please put a description here** Select this option to upload a document
for printing **please put a description
here**

The Stationery option allows ordering of Business Cards, LSE logo paper and compliment slips

online.




To submit a print job to Reprographics, select option 2 Upload Documents for Printing. You
may be prompted to login to ePrint using your LSE credentials.

4. Logging in will bring you to the ePrint home page.
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From here you can upload documents via the Upload option under the LSE logo at the top of
the page. You can also view your personal library of documents by selecting Document
Library.

Each user will have an allocated space for document storage so you can keep documents you
submit to Reprographics. Note that documents will be deleted after six months to preserve
server space.

5. If this is your first time using the EPrint system then define your personal preferences
before trying to submit your job. Select the Preferences option and you will see the following

page:
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Preferences

Username

Contact Details

Department * [Estates Dnesion
Customer Name * [Mark Asanson

Email Address * [miatnson@le ac uk
Default Dellvery Address

Room Number * |Ce400

Phone Numberfext  |6060
Budget Code * 1900123456789

¥ Remember Ma? Seve

By filling in these fields you will automatically populate your information in the ePrint
application. Click the Save button. Please note: the budget code field is a compulsory field and
is useful for departments that always use the same code for their print jobs.

6. To upload a document to Reprographics click on the Upload tab (next to Document
Library). The following screen will appear:

http:/ eprintsweblse acad ‘uplosd aspe - Microsolt Internet BExplocer mﬁ
| Mtk Vww Pavrtes Took e |
| domsck « =+ - QD () | * irks @]Nenca ¥ Lbeary - Acaderic ntagry coppright - Some questicns on Copright @] Moee 2
| & - iéwrﬁl_mmqrxmmecwwdwx | o= ;

-9 = g”w ‘ ."Ar

Home Upload DocumentLibrary  Preferences

Upload

Upload your document(s) before selectng whch onss you wish 10 pont

Upload




Click on the Select button (above the large pink Upload button). Choose the document you
want to submit to Reprographics by using the standard Windows Browse functionality then
click on the large pink Upload button.

7. When the document has uploaded, click the Document Library tab to be presented with a list
of the documents in your personal library. Your most recent job will be at the top of the list.
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Only select and submit one job at a time unless your finishing requirements and quantities
are exactly the same for multiple print jobs - this is very important - ePrint will apply the
same finishing requirements to multiple selected jobs so ensure this is what you actually
require. If you wish to submit further jobs with differing specifications while the ePrint server
is still open, please make sure that you deselect jobs that you have already submitted.

8. Upon selecting the Preview option another web window will open showing you a PDF
version of your submitted job. Reprographics jobs are printed from PDF. The following is an
example of a previewed document:
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Please preview your document carefully as this is how the document will be printed. While
Reprographics staff always inform clients if they see any obvious mistakes, due to the volume of
jobs submitted we depend on the client taking a moment to check that they are happy that
work submitted is correct.

If you have any questions concerning your document speak to Reprographics in advance of
submission for printing.

9. Once you have checked your job and you are happy with the proofed document, you will
need to specify how you want your job printed and provide any administrative details required.

The following is the first screen of the job specification process:
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Nearly all of the options can be edited, including the document name if you so wish. Notice
that the Pages option (number of pages in the original document) is greyed out. The number of
pages in the original is defined by the PDF conversion process and cannot be edited by the user.

Currently Microsoft Office 2010 documents will show 0 pages but this will not stop the job
being submitted.

ePrint cannot replicate every single possible print job variation but the Options button offers a
free text field where further information can be typed.

If you have any query with the specification of your print job, don't hesitate to speak to
Reprographics who will gladly provide you with accurate advice on how best to submit your job.
(This is particularly relevant where you want to print multiple pages on single sheets e.g. 2 x
A5 on one sheet of A4.)

10. Unless you have already populated the Preferences text fields (see step 5 above) once you
have defined how you want your job printed you need to provide your contact details, LSE
delivery address and budget code. Click on the Address button. The following screen will
appear:
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If you have already filled in the information in the Preferences option of ePrint please make
sure the correct budget code for your particular job is present. It is your responsibility to
ensure that you have submitted the correct budget code for the job and that you have
authorisation to use the code.

If you enter an incorrectly formatted budget code you will see the following error:
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The budget code will be checked by Reprographics staff using the Finance Division budget code
validation system. This system only confirms whether or not the budget code is valid and does
not state which department the code belongs to. Administration for any subsequent budget
code changes will not be carried out by Reprographics - it is the responsibility of the
department to do such administration.

Please check the other details as well, especially the email address. If it is not in the correct
format e.g. a.n.other@Ilse.ac.uk then you won't receive your email notifications.

11. Once you have entered your contact details and budget code the system is ready to
produce a quote. This feature will not currently work with Microsoft Office 2010 documents.

Press the Cost Estimate button and press the Calculate button that appears in the window that
opens. You will see a screen similar to the following:



D FanmotaPrbeter Wab - Miceossdl beter it Lxploms

_Cacuan

Pagess 3 Copuasi J000
Peviter lype

Homa q “Bladk & Whis
“Sngle Sded é ;
Prianty

“Urgent{Priar Asanparmant]

Duftvury Optiors
‘Culeer ba rozm sumber

-
Paper qu Address
‘A4 Card Pale Ble 16032m (1000-99599993)1 000695l %2000+ 9%
=$2. 250003
o -Print caet: 9.0524152000%24.000 1
- 1 e
Mo firiching ’ Cant
Panch % Estmae
ne pundh

Toteli 95350000

By s

) Dere © Teusted s

tink arder egues] b doc & x 14067006 1235 1402006 12 48

E Decumnents 1

The quote gives a comprehensive breakdown of your job - check it carefully to make sure that
the criteria listed are exactly what you require. Things to especially examine closely are number
of copies and the Printer Sides. The Paper section of the quote will give a breakdown of the
actual paper cost and associated print costs.

12. To submit your correctly-formatted job click Send | Send Job to Printroom. On successful
submission, you will see the following screen:
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This confirms that your document has been successfully sent to the Reprographics Department.
The screen also details your job title and the associated unique reference number. You can
make an electronic copy or use the Print this Jobticket option so that you have a permanent
record of your job in the event of a query. You will also receive an auto-generated email when
the job arrives at the Printroom with a sequential number included. Saving this can be an easier
option to record your submissions.

Feedback

If you have any problems or questions about ePrint then please don't hesitate to contact Simon
Hill - Reprographics Manager or repro.admin@Ise.ac.uk




