
Alternatively, you can also access it through the PaperCut popup client 

from your system tray, bottom right of your screen 

Then click on Print Rooms/Fab Labs

Yavapai College uses PaperCut Job Ticketing system to submit print orders from any device.
 

Submit a print order here:  https://printing.yc.edu.  
Use your YC credentials to login.  (the username and password that you use to log into your computer with) 

https://printing.yc.edu


In the User web interface, the Job Ticketing page has four main areas: 

1. Print room information—The top left of the page provides Print Services contact details.

2. Announcements—The top right of the page displays announcements from Print Services.



3. Product catalog—The middle section of the page displays the products that Print Services offers. You can view a

description and specification for each product by clicking on the down arrow button to the right of the product name

and below the product image.



4. Summary of your orders—The bottom of the page displays a list of all past and current orders. You can either scroll

to the bottom of the page to view this list, or click the My orders link above the Product catalog.

Using Job Ticketing, customers can: 

• Place a Print Request

• Approve a proof

• Add comments to an order

• View comments from Print Services 



Ready to place an order? 

Log in to Job Ticketing and click on the green ‘Start Order’ button that appears when you hover over your chosen 

product.  (see the first page for instructions on how to log in.) 

We’re certain that you’ll find it easy and intuitive to use, however, keep reading for some tips from our test group: 

Upload your .PDF(s) by dragging the file from your computer or clicking on 
the attach file button and browsing to the file on your computer.  We  
recommend that you start a Job Ticketing folder on your Z drive to store 
all of the documents that you print.  This will allow you to easily find them 
for future use.  It will also make it easier to select multiple files at the 
same time for uploading. 

You can upload multiple files at the same time by holding down the control key and clicking on the file names.  Once 
your desired files are highlighted you can drag & drop them into the files area of Job Ticketing.  If you prefer to use 
the Attach file function, click on that button first and then highlight your desired files in the same manner for 
uploading. 

Only have a hard copy?  Originals must be standard US paper sizes: 8.5x11, 8.5x14, 11x17. Exceptions include 
postcards, business cards, etc., and items that are cut to size.



When entering a Title for your print request, please be descriptive so 
that we can all easily identify your orders. 

When ordering products that are specific, such as business cards,  
letterhead, postcards, envelopes, etc.  No need to include the product 
name, simply state  the name of the person for business cards, dept. 
name for letterhead and envelopes, event for postcard.  See business 
card example to the left. 

Copies—please know that copies will represent quantity on most 
products.  We mention this as it might be a little confusing when ordering something like a case or ream of paper.  You’d be  
intuitively looking for quantity, but we’re unable to change the term copies in most cases. 

Pages—Once you’ve uploaded your files, you will see that Job Ticketing has determined whether any of the pages in your 
document have color in them.  

If you’re uploading a blank pdf for a hard copy job, please change the color or 
grayscale quantities here, if necessary. 

Enter employee’s name here 



When choosing Paper Stock, click on the first green option (Letter, in this case), it will then show you the options you can choose 

from.  Once you make your selection, it will show you the next choices and so on. 

Click on Letter, it shows you the paper size options.  Then color.   Then type of paper (20#, cardstock, gloss, etc.)  Make sure you 

choose the right type for the color ink choice you made.  Ex: grayscale requires ‘20 lb. (grayscale)’ and color requires ‘28 lb. (color)’. 



Any finishing options appropriate for the product that you chose will be 

shown under the Finishing category. 

If you are authorized to incur charges when submitting print 

requests, you will either see your FOAP prepopulated in this 

field or the select account option, where you can choose the 

appropriate FOAP.  

If your only FOAP choice is ‘BlackOnly’, please make sure that you use the No FOAP (no cost option)  

product, which only offers paper stock and ink choices without a cost attached to them.  Print requests 

with a cost showing that are received with a FOAP of ‘BlackOnly’ will not be printed.  You will be contacted 

to make a different selection and most likely need to resubmit your print request. 



Delivery & Instructions will allow you to make the appropriate delivery choice for you, based on your campus/center location or 

whether you prefer to pick your print request up in bldg. 7.   

Please note that delivery jobs no longer have a time selection attached to them.  All deliveries are made per our delivery schedule, 

starting at 1 pm on Prescott Campus and via the Courier schedule at other campuses/centers.   

With the exception of ‘Pick Up”, which is listed under Delivery options.  If you choose this option a pop-up box appears where you 

can enter the time you’d like to pick up your print request.  If you list a time of less than 2 hours, please give Printing Services a call 

to let them know you submitted a rush order. 

Add any pertinent details in the "Additional Instructions" box.

Date picker pops up after  

clicking on Due date 



You’ll see the costs calculate on the right side of the screen as you make changes to # of

copies (quantities) and/or color / grayscale choices, add paper stock and finishing options, 

etc.  After changing the # of copies, you sometimes need to click outside of that box for it to 

change the cost structure on the right. 

Need to make changes or cancel an order after you’ve submitted it?  Open your job via My 

Orders.  If Printing Services has not already started on it, you’ll be able to make changes or  

cancel it.  If they have begun working on it, please give them a call instead. 

Products . . . We have prebuilt the most used types of products for you already.  If you have 

another product that you feel would be beneficial, please let us know. 

Do you already have a PaperCut account code for a departmental copier?  Then you have access to Job Ticketing.  

If you do not have a PaperCut account already, please have your supervisor submit a request form.  It can be found on the Printing 

Services webpage at:  https://form.jotform.com/YCBulkMail/papercut 

Questions?  Please contact your Print Services team at x 2187 or via email at printing.services@yc.edu 




