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ITD EXAM UPLOAD PROCEDURE

** Fxam files have to be in PDF format**

1. Open https://print-it.ul.ie in your browser
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2. Select Exam Uploads Tile

Exam Uploads

Upload an Exam paper tz be printed on A4 in Black & White

The electronic version of this document is the latest version. It is the responsibility of the individual to

ensure that any paper material is the current version. Printed material is uncontrolled documentation.
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3. Select/Click on Digital File to upload exam

ﬁ Exam Upload Price estimation: € 0.00

Files

B ool fie A\ Youhave to add one or more files to the job.
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4. Select Exam to upload

i Exam Upload Price estimation: € 0.09

Files

E Digital file
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E_ University of Limerick test.docx
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5. Select Number of copies, black and white or colour where required. (Please note:
Exams are printed Black & White except where colour is specifically requested)

The electronic version of this document is the latest version. It is the responsibility of the individual to
ensure that any paper material is the current version. Printed material is uncontrolled documentation.
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6. Select: Add to load your job

stapling Punching
UNIVERSITY OF Limerick
TEST PREVIEW Nene X None X
Goto uage:on |1 B
Remarks: Job Information: Price estimation:
Pages of original 1
User Tips Jobs can still be amended while the
communication stage is set as "New" Estimated cost €0.09
in your Order History folder.
Number of colour pages 1
More settings: Number of B&W pages o
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7. If you need to add more exams, select from exam upload again and add

8. When all exams are uploaded go to the top right hand of screen and select the
checkout basket

E?MEESRHI-YCOKF Gabriel Peters@UL  Information _\& n
OLLSCOIL LUIMNIGH
Home > Exam Uploads H

Exam Upload
g Upload an Exam paper to be printed on A4 in

1y Black & White

The electronic version of this document is the latest version. It is the responsibility of the individual to
ensure that any paper material is the current version. Printed material is uncontrolled documentation.
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Gabriel Petersa L Information m E

— Exam uUplocad
. University of Limerick test
Copies 1
e O.09

Estimated price: € .09

9. Select your cost code from the dropdown menu. Where Cost centre is not available,
please forward email with Cost Centre Manager approval as well as Cost code to
ITDOfficeServices@ul.ie _, after which System will be updated.
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= ©em Upload Copies Job name: €0.00
1 1 University of Limerick test
Delivery:
Estimated total cost €0.09
Dy mETe ] 4 £y Estimated price €0.09
Order information: Owner information: Cost centre infermation
Order remarks Owner informat . Gabriel, Gabrielpeters, || Select cost centre -

Information Technology,
E1006, 2515,

Gabriel.peters@ul.ie

10. The remarks box provided on screen; enables the user to add specific
notes/instructions in relation to print job request

11. Select Submit
12. If you wish to delete any exams, go to checkout basket & delete accordingly

13. Any queries in relation to the submission of exams ( e.g. uploading process, ect...)
please contact printit@ul.ie via email or Gabe 202515 / Trish 202255 via telephone

You will be contacted by a member of the Print-IT Team when your exams are ready for
collection to arrange a collection time

The electronic version of this document is the latest version. It is the responsibility of the individual to
ensure that any paper material is the current version. Printed material is uncontrolled documentation.
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