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How to Sign On:

 Click on “Single Sign-
On” option at the login
screen

e Use your University of
San Diego Login
Credentials

il University of San Diegos

Login To Continue

Login

Single Sign-On

Show advanced login options

Home English (United States). Terms & Conditions ContactUs Help

Powered by EFI Digital StoreFront
© 2004-2018 Electronics For Imaging, Inc
v10.0.0.23073
| https:/adfs.sandiego.edu/adfs/Is/?wa=wsignin1.0&wtrealm=https%3a%_2f%2fusdcopy.myprintc @ Qsearch

sited @ Getting Started

University of San Diego

Sign in with your organizational account

andersen@sandiego.edu
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Update Profile

Before Ordering please Set . CONTACT US @HELP ™ ENGLISH (UNITED STATES) + | & USERNAME ~
up your user profile |
information

e To access your profile
information hover over
your username and select

“My Profile” from the
dropdown

A
University
o San Diego-



Edit Information

How to Edit Your
Information

e Select “Edit Profile”

e Update all fields
including Name, Phone, E
Address, Email,
Department, etc.

Company University of San Diego - Interna

Address User Name
University of San Diego - Interna

Phone Number 1 123-456-7891

Passwor d Edit

A
University
o San Diego-



Copy Job Ordering

il University of San Diego-

All Categories ALL CATEGORIES

&

BROWSE

Copy Job Upload
Business Cards and Stationery
Paper Request

Shredding Request

COPY JOB UPLOAD

Powered by EFI Digital StoreFront v10.0.101.23139

© 2004-2018 Electronics For Imaging, Inc.

R, CONTACT US © HELP

¢ COPY

"/ BROWSE

BUSINESS CARDS AND STATIONERY

Choose a category to
order from. Copy Job
Upload is for all copy
orders.

PAPER REQUEST

[® ENGLISH (UNITED STATES) «

PAPER

Lo

2 THERESA ANDERSEN «

BROWSE

SHREDDING REQUEST

Terms & Conditions

EFI Productivity Suite £



Copy Job Ordering: Choose Item

€ G P8 https//usd

wBa ¥ A

copy.myprintdesk.net/DSF/SmartStore.aspx?6xni2of2cFOw+8xQHTD/mLswUHDzedAeda1Hqgp3n 80% c Q

% Most Visited @ Getting Started

IN THIS CATEGORY: E

ADD TO CART ADD TO CART

STANDARD COPY HORIZONTAL HALF PAGE FLYER 5.5X8.5 PORTRAIT HALF PAGE FLYER 5.5X8.5 QUARTER PAGE FLYER 4.25° X 5.5"

Add to Cart




Copy Job Ordering: Upload Your File

Standard Copy Q Review My Job @ Help X Close
Files AadFiIes c Upload fl|eS here 8.5 Inches
* Job Name o
* Quantity * Pages
1 1
Job Specifications
~
[ | PrintIn Color/Sides >
S | print in Color:Single Sided
=
l:‘ Media(Copy Bond 20#) ;
3
A Orientation > a
Portrait
Cutting
No Cutting P
Shrink Wi
rink Wrap N
No Shrink Wrap
ol Collate N
Collate int
Lamination >
No Lamination
Staple
No Stapling b
Fold
No Folding D
o p M &= “ U a @ [ 6%
No Drill

v Special Instructions Unit Price $0.59  Total Price $0.59 m Add to Cart




Copy Job Ordering: Choose File Location




Copy Job Ordering: Choose File

) File Upload

— v 4 m > ThisPC > Desktop v O o
Organize v New folder S 2 I} | 0
DSF instructions ™ Name Date modified Type Size

Teswee B¥choose your file and o o
® This PC X Les y Adobe Acrobat D... 599 K8
n " Adobe Acrobat D... 200 KB

m Desktop X ghc o pe n Adobe Acrobat 00
X law Adobe Acrobat D... 485 KB

< Documents 5

@ pia Microsoft Word D... 102 KB
& Downloads o 2 2
B 15- Microsoft Excel W... 23 KB
»:Masic &) cal, IPG File 1,020 KB
= Pictures [ OFFICE DEPOT cas bffice_deposit2-1.. 6/1/2018 10:50 AM  Microsoft Excel 97.. 371KB
B Videos @Z) Business Plan Propdkal Refresh at USD.do.. 5/22/2018 9:15AM  Microsoft Word D... 26 KB
% . Local Disk (C) | 4.6.18.POETS Poi -18.xlsx 4/6/20 Microsoft Excel W... 1,396 KB
- andersen (\\helis ! Kroc-School-Vertick 4/5/2018 933 AM  Compressed (zipp.. 2,144 K8
w PrintShop (\Sole “X Studentjobcard2.pa 3/15/2018 1:03PM  Adobe Acrobat D.. 427 K8
£33 2016-2017 Fiscal busMess cards.xlsx 3/13/2018 3:24 PM Microsoft Excel W... 12 KB
& Network “X 12 Page TEST.pdf 2/22/2018 1033 A.. Adobe Acrobat D.. 304 KB
@] half page booklet individual pages.docx 2/16/2018 7.59 AM  Microsoft Word D... 12 KB

10

File name: | 12 Page TEST.pdf




Copy Job Ordering: Complete Upload




Copy Job Ordering: Job Title

Standard Copy Q_ Review My Job @ Help X Close
12 Page TEST.pdf -

Name your file, then fill
* Job Name

— °<:| out all the items on the > PRISMJQU
POS

Rl left hand side

1 12

PRISM360 POS User Manual

Job Specifications

A
B | Print In Color/Sides

: D
_E | print in Color:Single Sided
D Media(Copy Bond 20#)
Orientation
Ay b
| Portrait
Cutting
No Cutting b
Shrink Wrap N
No Shrink Wrap
s Collate > @ o
Collate into Sets
Lamination b N
No Lamination
Staple >
No Stapling
Fold >
i m = U U Q@ @ [ 73%
Drill N

No Drill
v Unit Price $4.68  Total Price $4.68 “ Add to Cart

12




Copy Job Ordering: Choose Paper

Peight | Bond (20 pound)/ 75gsm | v

Notice the box on

[:I Copy Bond 20# Ivory

D Copy Bond 20# Orchid

defaulted to "fit Bl [ eamer

D Copy Bond 20# Salmon

1
tO page ’ |:] Copy Bond 20# Tan

U nCheCk |f you do D Copy Bond 20# Yellow
D Customer Provided Stock

n Ot W a nt yo u r fi | e Fit content to paper - scale content up or down (use when file and page are different sizes)
scaled to fit the
sheets size.

v




Copy Job Ordering: Specify Options

Standard Copy

Files

Add Files

12 Page TEST.pdf

v

Choose if you would like

* Job Name

TEST

* Quantity

100

Black and White or Color
Copies, Double or Single
Sided

14

Job Specifications

A

O
A

Print in Color:Single Sided

Print In Color/Sides

Media(Copy Bond 20%#)

Orientation
Portrait
Cutting

No Cutting
Shrink Wrap
No Shrink Wrap
Collate
Collate into Sets
Lamination
No Lamination
Staple

No Stapling
Fold

No Folding
Drill

No Drill

[ @ Learn more about these options. 0

= Print In Black and White D B ®| pouble Sided

8 2| Double Sided (Tumble)

Sl e

m

Unit Price $3.00  Total Price $300.00

Q_ Review My Job @ Help X Close

Y PRISM360

POS

PRISM360 POS User Manual

a @ [ 73%

o | aven |




Copy Job Ordering: More Options

Standard Copy Q_ Review My Job @ Help X Close
12 Page TEST.pdf v
* Job Name [}

PRISM360

‘quty *Pages Choose if you would like

Staples, Lamination, PRISM360 POS User Manusl
Job Specifications B Training Division
A || MearaCopy sona 2uF & F0|d|ng, etC- .'v‘,':

Orientation
A >
| Portrait
Cutting
>
No Cutting
Shrink Wrap > Y
No Shrink Wrap
S Collate >
Collate into Sets
Lamination
>

No Lamination

Staple : | -~
@ Learn more about these options.
No Stapling i |

Fold

No Folding vortet

Drill > 2 Staples Left Side

No Drill L

Special Instructions Upper Left (slant) " . Q @ [ 73%

Blank Pages
v : Unit Price $0.84  Total Price $84.00 “ Add to Cart

15



Copy Job Ordering;:

Preview Price Breakdown

Standard Copy Q Review My Job @ Help X Close
Files Add Fil
p

12 Page TEST.pdf v

*Job Name () -

TEST .

At any time you can > PRISM}OO
* Quantity * Pages

12 hover over the Total Price POS
Job Specifications and reVieW the COSt PR'SM?“TS l{s:r Manual
breakdown

Z
n Meaia(Lopy Bona ZU¥# B...

A ?riematlon N ~
Portrait
Cutting
D
No Cutting []
Shrink Wrap >

No Shrink Wrap

Collate

23 : D @ Learn more about these options.
Collate into Sets
Lamination No Drill

No Lamination

i Staple B 3 Holes across top e8
| Upper Left (slant) — @

Fold S 3 Holes on left side
No Folding . |

Drill
3 Holes on left side

Special Instructions

“ . Q @ [ 73

Blank Pages
v 9 Unit Price $0.95  Total Price $95.00 “ Add to Cart

16




Copy Job Ordering: Special Instructions

Write any Special
Instructions then click
okay.

Notice: some "special

instructions” may require
an additional fee




Copy Job Ordering: Add Blank Pages

Blank pages can be
inserted before or
after select pages
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Standard Copy

Files

12 Page TEST.pdf

* Job Name

TEST

* Quantity * Pages
100 12

Job Specifications

A

Print In Color/Sides

Print In Black and White:Double
Media(Copy Bond 20# B

Orientation
Portrait
Cutting

No Cutting
Shrink Wrap
No Shrink Wrap
Collate
Collate into Sets
Lamination
No Lamination

Staple

Upper Left (slant)

Fold
No Folding
Drill

3 Holes on left side

Job Ordering: Preview Options

Q_ Review My Job @ Help X Close

}PRISM;»:_(“./

You can choose to view
your file in page layout

Unit Price $0.95  Total Price $95.00

When ready Add to Cart

v



Copy Job Ordering: Add to Cart

You Must click Agree to

process your order




Business Card Ordering

il University of San Diego

SHOP BY CATEGORY

View All

Copy Job Upload

Business Cards and Stationery

L arge Format Printing
Students k (

Shredding Request
Graduate Student Business Cards

Test Category

FEATURED CATEGORIES

BROWSE BROWSE : BROWSE

COPY JOB UPLOAD BUSINESS CARDS AND STATIONERY PAPER REQUEST SHREDDING REQUEST

PY PAPER

21



Business Card Ordering:
Choose Browse

{, CONTACT US @ HELP [® ENGLISH (UNITED STATES) « 2 THERESA ANDERSEN «

i University of San Diego

All Categories BUSINESS CARDS AND STATIONERY

VIEW BY:
SAN DIEGO
(ouding BB
2N
i ==
Uhityentiny YIOREROS. ¢ il
. UNIVERSITY OF SAN DIEGO ’ S -
of San Diegg: - <

BROWSE BROWSE THE CAMPAIGN FOR UR:T:lo) 117

BUSINESS CARDS AND STATIONERY.. = BUSINESS CARDS AND STATIONERY.. = BUSINESS CARDS AND STATIONERY..  NROTC

22



Business Card Ordering: Add to Cart

i) @  https://usdcopy.myprintdesk.net/DSF/SmartStore.aspx?6xni2o

-

cFOW+8xQHTD/mLsw 80% c Q Search ﬂ' B

Most Visited @& Getting Started
All Categories BUSINESS CARDS

Business Cards and Stationery

PN NS NN 4
Business Cards and Stationery USD \\,\ 1 :

IN THIS CATEGORY: E

Name, Degree
Tite §

Tite 2
Department 1
Departmant

ADD TO CART

USD BUSINESS CARD

23



Business Card Ordering: Create Order

Create Order: ———— e
e Enter a Job Name | -~
e Fill in applicable s
fields (size, paper
type, quantity, etc.) - -
e N

e Update Preview

P
University
o San Diego-

24
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Business Card Ordering:

Preview/Make Changes

USD Business Card

* Job Name

Diego the Torero

Personalization

= Split Window

Q_ Review My Job @ Help X Close

ﬁ Personalization to make

* Quantity * Pages
500 Dt 1
Job Specifications

Special Instructions

Preview

m ==

Unit Price $0.08

sayauiz

Total Price $39.00

N

additional changes, then c"m"m* wised &

Update Preview

University
of San Diego°

KROC SCHOOL

Diego
the Torero

Maher Hall, Room 101
59908 Alcal4 Park
San Diego, CA 92110-2492

P: (619) 260-4600, ext. 0000
diego@sandiego.edu
www.sandiego.edu/diego

Q @ [ 100%




Business Card Ordering: Add to Cart

Must click "l agree" to
add to cart




Checkout

{, CONTACTUS © HELP [ ENGLISH (UNITED STATES) « 2 THERESA ANDERSEN «

i University of San Diego

CART Choose Due Date then
owone 5 < Proceed to Checkout

Products Quantity Unit Price Total
: $39.00

Subtotal:
Diego the Torero 500 |v $0.08 $39.00
Taxes: $0.00

Item Name: USD Business Card
(A Tax Exempt Total: $39.00

You are exempted tax on pr

Proceed to checkout to vier otal, including

taxes, fees,

Pnwarad hv FFI Ninital QtnreFrant w10 N 101 22120 Tarme & Canditinne

27



Checkout: Delivery Location

% https://usdcopy.myprintdesk.net/DSF/SmartStore.aspx?6xni2of2cFOw+8xQHTD/mLswUHDzedAeda1Hgp3n 80% c Q Search wBa ¥§$ & O =
=d @ Getting Started

{, CONTACT US © HELP 2 THERESA ANDERSEN «

Alil University of San Diego

Shipping Payment

Select a shipping address & shipping options

SHIPMENT 1 Products

TEST
Delivery Request | v

Item Name: Standard Copy
ADDRESS

* First Name:

Subtotal $95.00
Theresa

Shipping $0.00
* Last Name;

Taxes: $0.00
Andersen

Total: $95.00

Address Line 1

Maher Annex
You are exempted tax on products

Address Line 2:

Address Line 3:

City:

State/Province/Region:

28



Checkout: Billing

Fill in Departmental

<::| POETS code




Checkout: Complete the Order

POETS

COPY00000 v

Place My Order

University Cop) | v

Copying/Duplic | v

00

A
University
o San Diego-

30



Checkout: Order Confirmation

{, CONTACTUS @ HELP 8 THERESA ANDERSEN «

University of San Diego

Shipping Payment Finist|

Order Confirmation

Order Confirmation

Tha ou for your order!

If yol e store pickup, please bring a copy of this order confirmation when you come to pick up your order.

Order Number Status: Order Date: 6/22/2 PdeUCtS
306 User approved Due Date:
TEST

As of 6/22/2018 11:30:02 AM PDT

Item Name: Standard Copy

Theresa Andersen
andersen@sandiego.edu

Maher Annex Payment Method:
5152604890 Accounting Codes
POETS P
SHIPMENT 1 COPY00000
Delivery Request PoETS 0
University Copy
ADDRESS POETSE

Theresa Andersen s o
Copying/Duplicating
Maher Annex

6192604890 andersen@sandiego.edu POETST

00 ()

= University
o San Diego-

31
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Order History

il Universit;

Order History & Status
My Profile

Address Book

My Saved Files

My Saved Jobs

My Downloads

CONTACT US © HELP = ENGLISH (UNITED STATES) «

View your Order History

an Diegos

ORDER HISTORY & STATUS

Time period

All Orders

Order # 306
6/22/2018 11:30:01 AM

2018 8:00:00 AM

Order # 289

Order Date 6/20/2018 8:32:

Due Date < 6/26/2018 8:00:00 AM

Order # 254

Order 1 5/22/2018 9:37:00 AM

Due Date 1 5/23/2018 10:00:00 AM
Order # 252

Order Date :5/18/2018 8:22:31 AM

Due Date 1 5/18/2018 11:30:00 AM

Show status

All

Sort by

v Order Date v

User approved
TEST

Printed
Kevin Guerrieri

In production
Refresh with TAbs (Description Footer:Custom Book)

User approved
test

Total Records: 4 10 PerPage |v Page 1

2 THERESA ANDERSEN «

a
v

of 1

University
o San Diego-
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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

P
University
o San Diego-



