
The Graphics Center Online Ordering Guide:

Folded and Stapled Booklets

If you need additional assistance or have unanswered questions, 
please reach out to us at gcenter@nsd.org or (425) 408-7830

mailto:gcenter@nsd.org


Log-in at graphics.nsd.org
and go to the

Ordering Home Page

If you have a file, begin 
your print request by 
uploading it here.
We accept PDFs, Word 
Documents, Excel Files, 
JPEGs and other picture 
formats.

If you are planning to send 
in hard copy, start your 
print request here.
Every school has a copier 
with scanning capabilities. 
A step-by-step PDF guide is 
available if you need 
assistance.

You will be prompted to 
name your order before 
moving on to the Cart page.



Cart Page
Enter your quantity.

Select your print options 
under Print Preview/Change 
Print Options.
Additional information on 
the following slides.

If your file is not print-ready, 
check the “My file requires 
changes before printing” 
button and include 
explanation in Special 
Instructions.
If you are uploading multiple 
files that need to be 
combined please check this 
box for every file; you can 
also combine files using the 
program Preview on an 
Apple computer. 



Print Preview/Change
Print Options

Booklets: Click the booklets link 
on the left side of the page to 
bring up the booklet window.

Booket Window: Select the
Booklet picture to turn on booklet
features.

Please Note: This feature is for 
booklets that will be folded in half 
and then stapled on the fold 
(saddle-stitched). If this is not 
what you are looking for, please 
refer to the Graphics Center Quick 
Start guide for help placing your 
order.



Print Preview/Change
Print Options

Finished Size: Choose one of the 
three size options for your booklet. 
This is the size after folding. Don’t 
see what you need? Send an email 
to gcenter@nsd.org to see if we 
can accommodate a custom order!

Booklet Layout: Choose either 
Standard or Pre-Imposed.

Choose Standard if your file is set 
up with one page on each sheet in 
the order they will appear in the 
booklet. (i.e. Front cover, page 1, 
page 2, back cover.) 

Choose Pre-Imposed if your file 
has two pages on one sheet (i.e. 
the front and back cover are on 
one page, page 1 and 8 on one 
page, etc.) Pre-imposed booklets 
cannot be previewed.

Click the Close button to move on.
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Print Preview/Change
Print Options

Output: Select Color or Black and 
White printing. If you have a mix, 
click the squares button on the 
bottom right of the screen to make 
choices for individual pages. If you 
want the cover in color and the 
inside pages in black and white, 
there will be an option in the cover 
select screen (discussed on the 
next page).

Paper: Select the paper you would 
like for the inside of your booklet. 
If you would like different paper on
the cover, you can select it under
the “Covers” section (discussed on
the next page).



Print Preview/Change
Print Options

Covers: Select the covers link to choose your 
cover options. Check the box at the top of the
pop up to turn on covers.
Please select the same options for front and 
back cover, as they will print on the same piece 
of paper. 

If you want your booklet to have color printing 
on the cover and black and white printing on 
the inside, checkmark that box here.

Use the drop-down menu to choose a paper or 
click on the icon to the left of the drop down 
menu to pull up the full paper options window 
and filter the paper by color, size, or type.



Preview your 
document!

For standard booklets, the 
on-screen preview will show your 
document as it will be printed. 
Use the arrows at the bottom of 
the screen to flip through your 
book. If something does not 
appear correctly, adjust your 
settings until the preview is 
correct!

When you are happy with your 
preview, click the “Done With 
Print Options” button to return to 
the cart page and place your 
order!

Pre-imposed booklets cannot be 
previewed.

If you are unsure if your booklet is 
set-up correctly, please add a 
clear explanation of what you are 
wanting in Special Instructions.



Thank you!

If you need additional assistance or have unanswered questions, 
please reach out to us at gcenter@nsd.org or (425) 408-7830
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