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Skyline

This guide explains how to use Skyline to upload documents for printing in the
Council’s central print room.

Skyline can either be accessed through the EDC Apps folder on your desktop, or via
the following link:

https://ledc.eprinthow.com

If you don’t have a Skyline account already, you can click ‘Register as a New User’
on the Skyline homepage. You can use a username and password of your choosing.
Your account will have to be approved by the Information Management team.

Document Navigation:

e Standard Upload Procedure

e Combine Multiple Documents in Skyline (e.g. Booklets / Covers)
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Standard Upload Procedure
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This web site uses cookies.

U Iusername l Cookies are pieces of information
Isername

that a website transfers to your

Password I """"""" l computer's hard disk for record-

keeping purposes. Cookies in and

of themselves do not identify

) users, although they do identify a
Register as New User
user's computer. Most browsers
1 forgot my password .
are initially set up to accept

cookies.

To upload a document, click the ‘Upload’ tab along the top banner:

Paper Originals Libraries Orders

&% View Basket (0) Preferences = Downloads =~ Edit = Admin = Management = Logout

Then click the ‘Select’ button on the following screen:

Upload Paper Originals Libraries Orders

&5 View Basket (0) Preferences Downloads Edit  Admin = Management ' Logout

Please upload Business Critical printing only and select black and white unless colour is absolutely

essential.

Proceed  Supported File Formats

The conversion process could take a little while, depending on the complexity of your document and the number of other
documents in the PDF converter queue. The position of your document is shown below. The conversion stages are:

Queued -> Creating PDF -> Creating thumbnails -> Finalizing

Position File Name

No records to display.

Please Note:
To combine multiple files into a single document for printing please see here.

East Dunbartonshire Council - Skyline (Cloud) User Guide 2026



Select the document you wish to upload and click ‘Open’:

‘ e Open X ‘
| {
&« v > Documents > Skyline Example > v O Search Skyline Example P ‘
Organise ~ New folder = - (B o
~
Name Date modified Type

@l Desktop Merged Booklet Example 01/07/2026 13:02 File folder

| Downloads ‘ Printing to upload.pdf ’ 09/01/2026 16:11 Adobe Acrobat Docu...

Pictures

@) Music

File name: | Printing to upload.pdf v | All files (*.%) v

l
Upload from mobile i Cancel

A green dot will appear next to your document when it is ready;
once this happens click ‘Proceed’:

Select

@ Printing to upload.pdf x Remove

[ Proceed ) Supported File Formats

The conversion process could take a little while, depending on the complexity of your document and the number of other
documents in the PDF converter queue. The position of your document is shown below. The conversion stages are:

Queued -> Creating PDF -> Creating thumbnails -> Finalizing

Position File Name

No records to display.
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Your document will then appear in the Libraries menu. Select the
document you wish to print by clicking the tick box to the left of it.
Then click on the basket icon in the Libaries menu:

x - 53700

My Library
Document Name Date Number of
Pages

Printing to upload 01/07/2026 2
13:05:32

0 QE wm storage-form-editable (1) 16/03/2026 2
09:13:36

OQAE@m  test2 11/09/2025 5
08:27:08

Please Note:

You can order multiple items at the same time as long as they
are the same Product Type. To order more than one item, tick
multiple items in the Libraries menu and then click the basket
icon (as described above).
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Next select the Product Type you want — e.g. folded booklets,
staples sets, single sheets. Click ‘Proceed’ to continue:

A4 Booklets (A3 folded)

A3 sheets folded to A4 and stapled on the spine. Proceed P

A4 Stapled Sets (AKA Booklets)

A4 sheets stapled in 1 or 2 positions, on the face of the

document. Not folded.

A5 Booklets (A4 folded)

A4 sheets folded to A5 and stapled on the spine. Cost Proceed P
based on a 20 page booklet: A5 Colour Booklet £0.50p

A5 Mono Booklet £0.12p MINIMUM of 4 PAGES

A3 Sheets
Image _ .
Estimated Cost A3 Poster Colour 7p Black white 2p
not Proceed P
available

The next screen lets you select your finishing preferences
(e.g. material, single/double-sided, colour/b&w, staple position):

P Main Body
\/ Paper Type | A4 WHITE 120gsm Paper (1.5p pt ~ |
A4 Stapled Sets (AKA Printed Sides | Two sided v|
Booklets) Printer Type | Colour v |
A4 sheets stapled in 1 Stapling .
or 2 positions, on the | Two Staple - Portrait Left or Land ¥ |
face of the document. Additonal Requirments

Not folded. **pPlease type any additional notes here**

Please Note: There is also a space to type additional notes.

East Dunbartonshire Skyline user guide, upload Procedure



sustainable thriving achieving

/ a East Dunbartonshire Council

www.eastdunbarton.gov.uk

Next, enter the quantity you require:

Printer Type . v |

Printed Sides . v |

4 Returnto Library Save Job Ticket . Next P

The following page shows you the price of your order. Here you
can change the quantity or go back and edit the specification of
your order. The price should update automatically but, if not, you
can click 2 arrows (&) to refresh it. Once you are happy, click
‘Next’ to proceed:

Document Type Product Options Basket

Document Product Quantity Pages Edit

Printing to uploa A4 Stapled Sets (AKA .

d Booklets) 2 Edit X
Next P
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Please enter your address details on the following page:

Due to staff shortages we are
unable to deliver any print work at
— this time.

Document Type Product Options Basket Address

4 Back

Name

Organization Name

City

Region

|
|
Street [
|
|
|

Postal Code

Please enter your team / school’s cost code and the relevant
subjective code:

o

Document Type Product Options Basket Address Shipping Account

4 Back

Enter your Account Code:

Cost Code (example: FS005)

Subjective Code
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You will be given another opportunity to check the details of your
order. Clicking ‘Confirm Order’ will send your order to the print
room:

Document Type Product Options Basket Address Shipping Account Confirm

¥ Cancel Order

Please check the order details below and confirm your order

Quantity Document Product Pages Price
15 Printing to upload A4 Stapled Sets (AKA Booklets) 2 1.74
Total 1.74

Confirm Order P

An automated confirmation will be sent to the email address
associated with your account:

Document Type Product Options Basket Address Shipping Account Confirm

Your order was successful.
Order Number: 15649
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Combining Multiple Documents in Skyline
Select the various documents you wish to combine. Click ‘Open’

to proceed:

e Open X
<« v « Skyline.. » Merged Booklet Example v G Search Merged Booklet Exa... 2@
Organise ~ New folder =- [ e

- Downloads Name Date modified Type
— Documents ‘ I ‘ I Front Cover.pdf 01/07/2026 13:58 Microsoft Edc
PN Pictures ‘ & Back Cover.pdf 01/07/2026 13:58 Microsoft Edt
a Music ‘ @ Inside Pages.pdf 01/07/2026 13:58 Microsoft Edc
i3 videos

File name: "‘Front Cover.pdf" "Back Cover.pdf" *Inside Pages.pdf" ~ | Al files (*.*) v

Upload from mobile Imj Cancel

—

At the next stage, tick the files you wish to combine or edit. Then click on the ‘Edit PDF’ button:

| My Library '..é. m * - - v

[ SelectAll My Library

[Search ] E

Document Name Date Number of
Pages

Inside Pages 01/07/2026 8
13:58:59

Front Cover 01/07/2026 2
13:58:59

Back Cover 01/07/12026 2
13:58:59
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We would recommend giving the combined document a new recognisable title:

Z

Edit and merge documents

New merged document nam< TITLE YOUR BOOKLET .

INSIDE
PACES

| Reload Preview

((viroe) Goncel
[]

Select Page

You can rearrange your documents, add blank pages, and delete pages as necessary. Click

Reload Preview’ to update the visual representation if you make any changes. Click ‘Merge’ at the
top-right once you are happy.

Front Cover
O
Front Cover 2
Inside Pages
pring

% Back Cover

2 pages

x| \T\

pory

| Delete selected pages | ‘ Add a blank page O before @ after the selected pages | Add | ’
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After clicking ‘Merge’, the new document will be processed and added to your ‘Libraries’ view:

Home Upload Paper Originals Libraries Orders

g5 View Basket (0)  Preferences = Downloads  Edit

| My Library ']!J m _& ‘t = ‘t M @ T Q‘ - G

) SelectAl e 4
Document Name Date Number ¢

How to place an order Pages

01/07/2026 12
14:18:42

0 QE TITLE YOUR BOOKLET
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