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P D C ..‘- PRINT DRIVEN COMMUNICATIONS

File Upload Portal

Following is a brief walkthrough of how to use the PDC Graphics upload portal.

Screen 1. Email

Enter your email address for the upload. This is a mandatory field.

My Orders £ Team Workspace ustomer Service ~
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Enter your email to start.

We will only use your email to
communicate with you about your
print job.

IMPORTANT:

If at any time during this process, if
you're not sure about something, or
need our recommendation, don't
worry! Just skip that part and one of Email address

Enter your email

our print professionals will contact reiher217@gmail.com

you for clarifications or to make

recommendations. Our goal is to © reiher217@gmail.com
make sure your job comes out

perfect!

® Manage Addresses...

* Email is required

Screen 2. Contact information (optional)

Enter your contact details. This screen is optional.

Desktop i MyOrders £ Team Workspace Customer Service ~
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Please  provide your  contact
information. Enter your contact information.

Any information can be skipped if you
don’t want to share at this time.

Name
Michael Reiher
Postal Address

212 Wyoming Ave

City State/Province
West Pittston PA

Zip/Postal Code Phone
18635 570-555-1111

All fields are optional. You can also skip this step.

o




Screen 3. Add files

Add a file and enter details. Fields outlined in RED must have a value entered. “Height”, “Width”
and “Number of pages”, will automatically fill-in when a PDF is submitted.
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File Upload (optional):
PDF is preferred but just about any
file type is accepted. If you don’t have
a file at this time, you can upload it
later.

Click “+Add file" to upload another
file or select “Next” to continue.

Specifications:
Product type - provide a short name
or description for the type of product.

Quantity - enter the total quantity of
product to be printed.

Trim page size - enter the final page
size of the product after it is printed
and trimmed.

EMAIL CONTACT Jos

Tell us about your job.

B —> ) Specifications not applicable
Quantity to be printed
' C

Trim page size
Width *

Product type *

Component 1

Height * Unit
[o 0 Inches v
Total number of pages in your job

* Al fields are required.

COMMENT SUMMARY

i

ACME
Brochure.pdf

Drop file here to upload.

Or
Choose a file to Upload

Upload your file before entering specifications.
(Note: Print layout file is optional.)

(@ Customer Service ~

Provide a name for the product being uploaded. (optional)
B. Click this option if the file has no specifications.
C. File specifications will automatically fill in for a PDF file. These fields are mandatory

unless the “Specifications are not Applicable” is checked.

Click this option to add another file to the upload.

E. Click “Next” when all files have been uploaded. If this option is not available, a
mandatory field needs to have an entry.
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File Upload (optional)
PDF is preferred but just about any
file type is accepted. If you don't have
a file at this time, you can upload it
later.

Click “+Add file” to upload another
file or select “Next” to continue.

Specifications
Product type - provide a short name
or description for the type of product

Quantity - enter the total quantity of
product to be printed.

Trim page size - enter the final page
size of the product after it is printed
and trimmed.

2 Team Workspace
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Tell us about your job.
Product type *
Component 1
O) Specifications not applicable
Quantity to be printed
1

Trim page size

Width * Height * Unit

8.5 1 Inches. v

Total number of pages in your job

2 single sided [EVEIEEEEY]

* All fields are required.

COMMENT SUMMARY

> v 4 quickly obtain final
M prnt approval

F2% 1a-day froe trial




Screen 4. Order details

Enter your email address for the upload. This is a mandatory field.
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Provide any additional information to

help describe your job.

; . Additional information
Be sure to include any special
finishes, ~ paper, or  printing
information.

A team member will contact you if we ‘\A

have any questions.

Provide any additional job specifications, comments or questions

() Please contact me to discuss my project

O As soon as possible
Due date

O Specific date:

All fields are optional

=

A. Add any notes or specifications important to the jobs (optional).
B. If you have a deadline enter it here (optional).

Screen 5. Summary page — final submission

This page will summarize your upload. It’s mandatory you submit this page (A) to complete the
upload. When submitted, you will receive a summary email of your submission.

i= Desktop i3y MyOrders & Team Workspace #® Submit a Job !8 Customer Service ~

& Graphics
PD C i Graphic: -0 o o n'

Please review carefully and “Submit” if
everything looks correct. Final Review!
Your order has not been submitted yet.
Select the “Back” button if you need to
make any corrections or clarifications.

Email reiher217@gmail.com Due Date: As soon as possible
Phone 570-555-1111
Original File Attributes Job Specification Additional Information
File Name ACME Brochure.s  Product Type Component 1 T
File Size 1.77 MB Trim Page Size 8.5 x 11 inch
Page Size 8.5 x 11 inch Number of 2
Number of 2 Ll
pages Single/Double  Single side
Side
Quantity 1

A—p En




Screen 6. Submission summary

The submission summary will review all the files uploaded for this submission. Note that the
order number shown here is for the upload only. Your order will be assigned a different job
number provided by your CSR.

i= Desktop i3y MyOrders £ Team Workspace B Summary (®) Customer Service ~

Your confirmed print at Good2Go Demo CZZIZD Unit: in ~
Provider Information Order Number: 00001423
PD C !Graphics Job Specification Components €3
Good2Go Demo Product Type Component 1
- Finished Size 8.50 x 11.00 inch
Contact the printer for any questions
or special requests. Number of pages 2
Phone: 570-212-2276 Single/Double sided  Single side
Email Quantity 1

Support@Good2GoSoftware.com

File Information

o

Your request will be processed as

Upload files/corrections 4

File Name ACME Brochure.pdf
soon as possible.
Page Size 8.50 x 11.00 inch
Ordered on: Nov 11, 2026, 10:42 AM  Number of Pages 2
File Size 1.77 M8

Last comments

No comments.




