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New Users need to 
Create an Account:

• Click “Login” (upper 
right corner of screen)
• Click “Register” (bottom 
of Login window) >>>

Create Account
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Create an Account
• Fill in all required fields
• Be sure to create a 
username and password

Use this username and 
password for all future 
orders.

Create an Account
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Copy Job and Print Ordering
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Choose 
Copy Job Upload



Copy Job Ordering: Choose Item
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Copy Job Ordering: Upload Your File
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Copy Job Ordering: Choose File Location
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Copy Job Ordering: Choose File
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Copy Job Ordering: Complete Upload
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Copy Job Ordering: Job Title
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Copy Job Ordering: Choose Paper 
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Copy Job Ordering: Specify Options
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Copy Job Ordering: More Options
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Copy Job Ordering: 
Preview Price Breakdown
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Copy Job Ordering: Special Instructions
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Copy Job Ordering: Add Blank Pages
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Copy Job Ordering: Preview Options

18



Copy Job Ordering: Add to Cart
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Business Card Ordering
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Business Card Ordering: Choose Layout
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Business Card Ordering: Personalize
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Fill in the 
personalization 
on the left side 
and the image 
will update on 
the right



Add to Cart:

• Must Update 
Preview before 
adding to cart

Business Card Ordering: Add to Cart
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Business Card Ordering: Add to Cart
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Checkout
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Checkout: Proceed to Payment
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Checkout: Payment
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Checkout: Complete the Order
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Credit Card 
Checkout



Checkout: Order Confirmation
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Order History
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Contact Us

Questions? We will walk you through the process of 
ordering via our new digital storefront. 

Please Call: (619) 260-4890 or ext. 4890 on campus

Thank you!

sandiego.edu/copy
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