
Print Center –PLACING AN ORDER - POSTERS  

Use this link:    https://mainwebprod.eiu.edu/busoffapps/apps/ppcc/ppccDashboard.php 

• Click + New Order 

 

• Click Print Tab 

 

• Click Posters/Flyers/Pluggers Tab 

 



• Select your order options  

 

• Stock provided by Customer. Are you supplying your own paper? Yes/No 
• Full Bleed? (does your design go clear to the edge of your paper?) Yes/No 
• Paper Stock – What type of paper would you like to use?  Index, Cover, Text Stock, 

Coated on Front or Coated on Front and Back 
• Select the Paper weight option/color *** 
• Is there printing on the front? Color or Black 
• Is there printing on back? Color or Black 
• Folding?  Half, Accordion/Fan, or Letter/Brochure 
• Scoring?  
• Shrink Wrapping? How many/bundle 
• Finished Size?  

 

 

 

• *** Additional instructions: This can be where you put a specific paper color, or if 
you chose custom size, you can add the size you want your poster or any other 
comments not specified on this form.  

• Calculate price  
• Add to Cart  



Once items are added to your cart, you may add additional prints if needed or you 
can review your cart by clicking on the your cart (1st screenshot) or Review your 
order (2nd screenshot)  

Screenshot #1 

 
Screenshot #2 

 

                                                    Review Order 
• You can edit your order, remove item or save for later.  
• Click the details if you would like to review the entire order 

***If you have a file to send, make sure it’s attached to order before submitting*** 



Proceed to Checkout for printing 

Start this form by checking whether your payment will be through a Department 
Transfer or paying through cash or credit 
 
Department Transfer -    

• Start typing Department Name.  
• The billing org number will automatically show up 
• Type the contact person’s name  
• The email address will automatically show up. (If you don’t want to use this email, 

you may type in a different one.)  
• Enter a phone number 
• The delivery address will populate for the department since this is a Department 

Transfer 

Once you submit your form, you will see this screen. 

 



Student/Staff/Faculty/Student Organization –  

                                  This is for anyone with an E# paying personally:  

 

• Enter the contact person’s name 
• EIU email will automatically populate. You may change this if you would like 
• Enter the phone number 
• Check the box if you are Tax Exempt.  

o Enter your tax-exempt number 
o Upload your certificate 

 This will have to be included before tax exempt is authorized. 
• Submit Order 

Confirmation screen once order has been submitted 

 

 

 

 



Department Workflow Queue 
PERSONAL/EIU EMPLOYEE/EIU CLUB 
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REQUESTOR 

1 
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3 
REQUESTOR 

Online Payments accepted 
@ this queue 

4 
FINANCIAL 
MANAGER 

7 
WORK ORDER CREATION  
Online Payments or In-store Payments accepted @ 

this queue 

9 
WORK IN PROGRESS 

11 
READY FOR INVOICE 

13 
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accepted @ this queue 

CANCEL 

Return 


