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•   Go to myPRINT.wa.gov (no www’s!) 
•   To create an account click on the Register button in the Login Section 
•   Once you have an account set up Login 
 

Register & 
Login 
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Step 1 – Create an Account 

•Click on the Register button and fill out the Create an Account information 

Enter your 
business 

information 
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 Step 2- Select Job Category 

• Select the Category that best suits your type of job  
    – Books & Manuals, Custom Printing etc. 

Select 
Category 
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 Step 3 – Select Specific Service 

•Confirm Category and Click Begin  
     (There may be different categories for your agency) 

Confirm 
Category 
selection 
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 Step 4 – Upload Files 

•Enter in the Job Name and enter in the Quantity desired 
•   Browse to navigate to your desired file on your computer 
•   Keep the Convert to PDF check box selected & Click on the Upload File button 

 

Enter Job 
Name & 
Quantity 

etc. 
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Step 4 cont. – Uploading Files 

•Your files will be listed in the Files added section; click Next button at bottom     
     left  when you are finished uploading files. 
      Note:  You can uploaded multiple files, they will be active in the order they were upload  

Upload File 
& Finished 

Upload 
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•Step 5 – Select appropriate Print Options 

•Print Options allows you to select the different options for your print job.   
•  Review these carefully and when you have completed this section,  
    click the Next button at the bottom of the page. 

Select Print 
Options 
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Step 6 – Review Preview for Print Options  

•This is the digital Preview of your document.  Review this preview. 

Review 
Preview 
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•Step 7 – Approve Preview 

•If everything looks correct, select the I Approve check box  
     and the Add to Cart button. 

Approve 
the Preview 
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•Step 8 –Requested Shipping Date   

•Select your desired Requested Ship Date 
•   Note: Dates in yellow are dates where a Rush Fee may apply 
•   When your ship date is complete, click the Checkout button  

Select 
Requested 
Ship Date 
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•Step 9 –Optional Purchasing or Requisition Code  

•Your Organization Code will self populate 
•  You can also use a Purchase Order or Requisition Number  
•  Click on the Next button on the bottom right 

Optional 
Purchasing 

or 
Requisition 

Code 
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•Step 10 – Place My Order    

•You are now complete; select Place My Order 

Place My 
Order 
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