
How to use Print to Printshop 
Download the RSA SurePDF driver from the Software Portal (PC) or Self 

Service Portal (Mac). On the Mac you will need to login to the Self 

Service Portal to see the driver.  The login box is in the upper right-hand 

side 

It is under Drivers, highlight and click install 
 

 

Now you will have a new printer in your selection of printers on your 

computer 

It will be available whenever you are in a document and wish to print 
 



To select Print to Printshop, go to file and then print in your word 

document.  Select the Print to PrintShop printer 

 

 

Next select print. Do not enter an amount of copies.  You will do that 

later. 

When you click on print, the SURE PDF driver will convert the file to a 

PDF for the PrintShop.  



 

 

When it is finished you will be taken to the printshop website 

If it is your first time there you will need to fill in the fields marked with 

an asterik – all other fields are optional.  Then select continue 

 

If you have been there before you will see this screen: 

Add Document to Order 

Select checkout unless you have other files to add to your cart 



 

Here is the Printshop website where you enter your options and 

quantity for your print job 

 



 

Enter a descriptive name that best describes your print job (i.e. math 

test, emergency maps, planner, baseball forms, etc. then click save. 

It will be easier to find the file later when billing and reordering  

 

 

Now you can select your print options and quantity 

Enter the quantity in the upper right  

Select one of the 1-Click buttons OR basic and/or additional 

print options.  Collated is the default selection for multiple pages 

 



  

Or you can click on Basic Print options where you can select paper 

color, 1 or 2 sided and color or black and white. 

Clicking on Additional Print Options will provide you with binding 

options, folding/punch options, covers and more. 

You can also enter special instructions for the print job. 

Next select shipping options 



 

Select a date. Add any special instructions for shipping. 

 You can also change the address here. 

Next type in your account code or click lookup and enter your location 

in the description field and click search to find your account code. It will 

usually provide the code list you need. 

 

Then click on place order when you are done 


