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Printing PDF Files to Doc Works

via Web Submission
Always preview your document before sending to print.
Students need to pay for their work before it is printed.
1. [image: image1.png]Connect to your web browser and type in the following - http://194.82.61.109 in your address line.
2. [image: image2.png]Library & Information Services | Print & Copy
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This screen will then appear scroll down the page to check to see if your module is already listed.

If your document is on the list of hand books do steps 3, 4, 5, through to 9. If not do steps 3a, 4, through to 9

3. If your Module number is there please select other digital sources (if not follow step 3a)

3a
File name click - browse and locate the file you wish to print. This must be a PDF file. 
4. Fill in the relevant information - make sure that you scroll up/down the page.
5. There is also a remarks box which can be filled in with any specific requirements.
6. When you click on the send icon a job ticket will appear with a job number.  
7. Caerleron Students Please print one copy of this for your own records.
8. Allt-yr-Yn Students Please print two copy of this for your own records
9. If you find that you have made a mistake, then resubmit your job and contact Print & Copy Services on Tel: 01633 432 075 with the relevant job ticket number so that it can be cancelled.
10. Unfortunately, Print & Copy Services cannot deliver work to students.






We aim to reduce our carbon footprint by using environmentally friendly products whenever possible
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