
Accessing online print ordering

 Uses your RRISD network ID and password

 Go to http://printshop roundrockisd org Go to http://printshop.roundrockisd.org



Step 1. Select “Standard Account”
Step 2 Input RRISD network ID and passwordStep 2. Input RRISD network ID and password



Step 3. “My Profile”  - Complete Contact Information

After completing 
profile select 
“save” and then 
select “Logout”



How to order print jobs directly from your PCp j y y



The RRISD print  order workflow

2) Review & 
Accept Proof

1) File > Print > SurePDF

4) E il
3) Single-Screen 

Job Ticketing

4) Email 
Confirmation



Create PDF using your downloaded 
SurePDF Print DriverSurePDF Print Driver



SurePDF automatically creates a desktop 
proof of your document for your approvalproof of your document for your approval

Select “Accept” 
and SurePDF 

connects to the 
RRISD Print shopRRISD Print shop 

login page



Step 4. Select “Standard Account”
Step 5 Input RRISD network ID and passwordStep 5. Input RRISD network ID and password



RRISD Job Ticket

1.Select job attributes 
– either by using 
preset buttons or by 
selecting the optionsselecting the options



RRISD Job Ticket

4. Select Due Date -

5 Select

make sure the date 
is a work day – not 
a weekend

3.Select 
Quantity

5.Select
Delivery Method

7.Select
“place order”

6.Add Budget 
Code and/or 

Approve

place order



User Job Ticket



Reordering previously submitted jobs

All of your 
print jobs 

are stored in 
“MY Files” 
for future 

dreorder



Checking Job Statusg

the status of your 
print jobs, 

submitted but not 
yet completed, can 
be checked in the 
“Orders” section of 
the “Home Page”



Questions and Helpp
Help Available within WebCRD
Call Print Shop Phone: (512) 464-6980p ( )


