LAFAYETTE

Lafayette College

Print and Mail Online Storefront

User Guide

If at any time you have questions regarding your order, please email copies@Iafayette.edu.

Thank you.
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LAFAYETTE

Navigate to the corresponding URL: https://lafayette.myprintdesk.net/

Click Login in the upper right corner of the screen and you will be directed to sign in through
your Single Sign On credentials.

How to Register

Categories ~  Digital Printing  Large Format Printing  Mailing  Stationery  Poper and Supplies  Xerox Supplies

-~ Xerox

Digital Printing Large Format Printing Stationery Paper and Supplies Xerox Supplies

Toner & Supplies for your Xerox

Login X
Username * BDigital Storefront
)
Pledss afitar User hame - Digital Storefront is your one stop for ordering all your printing needs, paper & copier supplies
Password - Enter NetlD & Password
Please enter password
Remember User Name Forgot Your Password?

LOGIN
or
SINGLE SIGN-ON

New User? Register

Need help? See “Managing Your Lafayette credentials* for help troubleshooting sign-on issues.

I [SEh




LAFAYETTE

You will then be directed and logged onto the Storefront. Now that you are Logged In, you can
begin to navigate throughout the site.

T ited Sustes) -

[AFAYETTE

Categories *

Digital Printing ~ Large Format Printing ~ Mailing ~ Stationery  Paper and Supplies  Xerox Supplies

ORDERING PRINT JOBS IS NOW EASIERI

HAVE QUESTIONS ON USING OUR NEW STOREFRONT?
GIVE US A CALL AT 5015 AND WE CAN WALK YOU THROUGH
THE PROCESSI

Featured Categories

et | | = Xerox

Digital Printing Large Format Printing Stationery Paper and Supplies Xerox Supplies

anet & Supplies for your Xerox

If you want to change or update your Profile Settings that do not come from your network log in, on
the home page, click on your user icon in the top right-hand corner and then click on My Profile.

-
Lafayette College

Order History & Status

My Profile

Address Boo

My Saved Files

My Saved Jobs

My Downloads

Spending Accounts Usage

Logout




LAFAYETTE

In the My Profile section, click on Edit for any field that has an Edit button next to it. Then you will
be able to change any of the information fields in your profile.

- =
Lofayette College  Cart
Categories -  Digital Printing  Large Format Printing  Mailing ~ Stationery  Paper and Supplies  Xerox Supplies

Account Information
D order History & Status

username Password Security Answer
& My Profile
# Edit

# Edit # Edit
B address Book
B MysavedFies (<) Personal Information # edit
M My saved Jobs Nickname Name E-Mai
& My Downloads Lafayette College
Company Department Address

spending Accounts U
[® spending

LAFAYETTE COLLEGE Print and Mail Lafayette College
LAFAYETTE COLLEGE
30 Farinon College Center
11 Quad Drive
Print and Mail

Featured Categories

: Xerox

Digital Printing Large Format Printing Stationery Paper and Supplies Xerox Supplies

Toner & Supplies for your Xerox
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Once you have selected your desired category, you can select the product you would like to order.

-
Latayette College

Categories ~  Digital Printing  Large Format Printing ~ Mailing ~ Stationery ~ Paper and Supplies  Xerox Supplies

> Digital Printing

Digital Printing

9 Products under this category

Q Keywords v Sort By : Best Match v

: :‘ | =

Digital Printing Books and Booklets Envelopes Fold Over Cards [ Invitations Half Fold Brochure 8.5x11 no ..

¢ 50y ow s By ow 5y ow @ 5uyow
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How to Order an Ad Hoc Product

Once you are logged in, you can start to browse through the different product categories by
clicking on the category displayed in the top text bar above the site banner or the icons in the

featured categories on the home page.

For this example we will walk through printing a standard document.

= -

Lofayette College  Cart

Categories ~  Digital Printing  Large Format Printing  Mailing  Stationery  Paper and Supplies  Xerox Supplies

From here, click Buy Now on the Digital Printing category.

~ -

Latayette College ~ Cart

Categories *  Digital Printing ~ Large Format Printing  Mailing ~ Stationery ~ Paper and Supplies  Xerox Supplies
> Digital Printing
Digital Printing

9 Products under this category

a Keywords 4 sort By : Best Match v

Digital Printing Books and Booklets Envelopes Fold Over Cards [ Invitations Half Fold Brochure 8.5x11 no ..

w @ Buy Now & Buy Now @ Buy Now @ Buy Now
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Select through the drop downs to determine which options best suit your job. Once that is completed,
click on “Continue”

e > il Printing > Digital Printing
Q Select your options ©  RESET FITERS
No bleed: White barders on all sides. M Color v
B85 xIl" v

Color Printing - 85" x 11"

You will be directed to the Visual Product Builder page. Here is where you will choose all print and
finishing options available for your print job.

Start by giving your print job a name. It is best to choose a name that you can easily identify in your
order history for easier tracking and re-ordering.

Color Printing - 8.5"x 11 Q Review My Job @ Help X Close

P 1

* Job Neme: °

* Quantity *Pages

1 1

Print Options

D Media(8-1/2X11-32-16.

2 e >
4 Collate
L2 Mat o Sets D
4
4
‘Fe!d. >
Lamination (Large For, b
4
Special Instructions m = W i 'R a & @[ 7%
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Next, you need to upload the file(s) Add Files
you want printed. Click on the Add
Files button.

* Job Name

Example

* Quantity * Pages
1

In this pop-up screen, click on the Upload Your File(s) box. This will direct you to your file
G explorer. Click on the file(s) you want to upload and click open.

Add Files b 4

A 3 Bl

Upload your File(s) Saved Files Walk-In Finishing

Close

Supported File Formats

Upload Files X

Once all your Ertos s ot —
file(s) have CsoveTomy Fies

uploaded, Click

on Upload. They

will now display
in the Visual
Product Builder.

Convert All To PDF (recommended

Add More Files
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Now that your file(s) are
uploaded, you can begin
selecting your Print Options.

You can choose between
various print options for your
job.

First, select Media to choose
the paper you want your job
printed on.

Scroll within the media list to
find what paper best suits your
job.

Then select if it is a one or two-
sided job and if it is portrait or
landscape.

Print Options

Media(8-1/2X11-32-16..

Duplex

P2 Single-sided {simplex)
Orientation b
| Portrail
S Collate b

Collate inta Sels

Cutting

=
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Media b 4
Weight | Any Weight hd
100 Color Copy Cover 8.5x11
110 White index 8.5x11
20# Copy Paper 8.5x11
20# Copy Paper B.5x11
80 Color Copy cover 8.5x11

8-1/2X11-32-16M-L-PHOTO WHITE

Copy Bond 20#

Dodoodn

Synaps 8.5¢11

[JFit content to paper - scale content up or down (use when file and page are different
sizes)

Continue to review through the Finishing Options for

. Print Options
your job.

. . - Media(8-1/2X11-32-16...
You can select between folding, stapling, drilling etc. [] Media(e-1/

Duplex

. . . e b
Click on each option and select the service that works B single-sided (simplex)
. Orientation
best for your print job. A oo b
o Collate b
Collate into Sets
Cutting
No Cutting b
Drill
Mo Drill b
Fold
Mg Folding b
Lamination (Large For... b
Ne Lamination
Staple
A | Orientation b Ho Staphing b
| Portrait

Special Instructions

@@ Learn more about these options.

Collate
L .
s Collate into Sets b O No FOldlng

Cuttin
’ b 1 Half-Fold
-

Mo Cutting Mot shown in praview
Drill b

Mot shown in praview
Fold b
No Folding r Z-Fold

Mot shown in praview
Lamination (Large For...

Mo Lamination

[



LAFAYETTE

Drrill

o el g O Nostapling

Fold |

o Folding > - |2Staples Left Side
Lamination (Large For... b

Mo Lamination UF.'.IFJIEF Left {Elﬂﬂl}

. | |

After you have uploaded your file(s) and selected or confirmed your print and options, you can add
your job to your cart.

Click on Add to Cart in the bottom right-hand corner. A pop-up will then appear asking you to
approve selections and have reviewed your job. Click on | agree, and your job will be added to your
cart.

Add to Cart

" | Agree ‘

ﬁ

For how to complete the order process, see the checkout process section towards the end of this guide.

If at any time you have questions regarding your order, please email copies@Ilafayette.edu.

Thank you.
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How to Order a Customizable Product

logo to be brought back to the home page.

From here, click on the Stationery category.

Navigate to the corresponding URL: https://lafayette.myprintdesk.net/ or click the Lafayette

Categories =  Digital Printing ~ Large Format Printing  Mailing ~ Stationery ~ Paper and Supplies  Xerox Supplies

Featured Categories

28 oy = Xerox

Digital Printin, Large Format Printin, Statione! Paper and Supplies Xerox Supplies
el ] g ] Y P PP! PP
Taner & Supplies for your



https://lafayette.myprintdesk.net/

LAFAYETTE

Once in the Stationery category, click Buy Now on the Lafayette Business Card product.

Home » Stationery

Stationery

4 Products under this category

Q Keywords A 4

Lafayette Business Card Business Card-

& Buy Now

Reprint of art on file

Click on “Design Now”

wmoges | Job Preview Lafayette Business Card
Unit Price Total Price
Buy N
e o e [ =
o

-= Business Card 100 ~ 1

e
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You will be brought to the Design Page. This is where you will enter information, or select
options for, updating the field within the form.

Lafayette Business Card

Input

FirstName.

LastName

Title Here

6100000000

Email

www.afayette.edu

LAFAYETTE
COLLEGE

FirstName LastName

Title Here

Easton, Pennsylvania 180 42
TEL 610-000-0000
Email@lafayette.edu « wwwlafayette.edu

Once you have filled in all applicable form fields, click “Finish” in the lower right
corner to be brought to the preview page.

clicking “Buy Now”.

On the final preview page, you can edit your Job Name and quantity, before

Images  Job Preview
i

+—— 35Inches ——

[AFAYETTE
COLLEGE

FirstName LastName
Title Here

+——— 2 Inches ———

Easton, Pennsylvania 18042
T'EL 610-000-0000
Email@lafayette.cdu « wwwlafayette.edu

Latayette Business Card
unit Price Total Price

Save Buy No
°

Business Card 100 ~ 1

35'x2 v o [ ]
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Clicking “I Agree” will complete the product and add it to your cart. Please continue to
order more products or checkout.

Add to Cart

—

| have carefully reviewed and approve this job. The
producer of this job will not be held responsible for
design or spelling errors.

Cancel | | Agree §

For how to complete the order process, see the checkout process section towards the end of this guide.
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How to Checkout

Navigate to the corresponding URL: https://lafayette.myprintdesk.net/ or click the Lafayette logo
to go back to the home page.

You will be directed to sign in through your Single Sign On credentials.

© Help

- -

Lafayette College  Cart

Categories -  Digital Printing  Large Format Printing  Mailing  Stationery  Paper and Supplies  Xerox Supplies

ORDERING PRINT JOBS IS NOW EASIERI

HAVE QUESTIONS ON USING OUR NEW STOREFRONT?
GIVE US A CALL AT 5015 AND WE CAN WALK YOU THROUGH
THE PROCESSI

L]
Featured Categories
= e & = Xerox
m':.::: ::: u;?_, B
Digital Printing Large Format Printing Stationery Paper and Supplies Xerox Supplies

Toner & Supplies for your Xerox


https://lafayette.myprintdesk.net/

LAFAYETTE

After you have added all products to your cart you will want to navigate to the shopping cart to
begin the checkout process. The cart button is in the top right side of the screen.

You can also hover over the Cart Icon to see the items you have in your cart. The checkout button
in the hover over will also bring you to your cart and begin the checkout process.

-
Lafayette College

Example $0.76
Quantity: 1

Business Card $8.00
Quantity: 100

SubTotal $8.76

CheckOut
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The next screen will summarize your items. Please ensure the items and quantities are correct.

Search Product

CART PRINTING AND COPY SERVICES v @
PURCHASE PRODUCTS (2 a . =
@) 8 Cart Total (2)
PRODUCTS QUANTITY UNIT PRICE TOTAL
SUBTOTAL $8.76

Example )
e Name: Color Printing - 857X 1 $0.78 $0.76 TAXES 50.00

TOTAL $8.76

Ttem Name: Lafayette Business Card 100 v $0.08 $8.00

view final order total, including

€ Continue Shopping Clear Cart PROCEED TO CHECKOUT =

After reviewing your items and due date, click on the Proceed to Checkout button in the bottom
right corner.

o

L4 August 2025 » F

PROCEED TO CHECKOUT =

y-
25 26 27 28 29

20% will be added to this job os Rush Fee

Frl August 22 2025

M:304M ~

Print Shop Time Zone: (GMT-05:00) Eastern Time (US & Canada)
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The next screen will confirm the shipment method you want to use. You can choose between
Campus Mail or Customer Pick-Up.

@ CART @ CHECKOUT €D CONFIRMATION PRINTING AND COPY SERVICES o
v SHIPPING OPTIONS Add Another Recipient v Cart Total
BB SHIPMENT 1 SUBTOTAL $8.76
SHIPPING: $0.00
Taxes $0.00
L Select From Address Book v n
LAFAYETTE COLLEGE, 30 Farinon College Center, 11l Quad Drive, Print and Mail TOTAL: $8.76

giorgio.dellaiera@gmail com

Verify Or Change Shipment Type
Campus Mail HCuslomarPick-U I
P P Products (2)
Delivery Instructions Example
Enter your text here Item Name
Calor Printing - 85 x 11"
Qty: 1
Unit Price: 3076
v View/Modify ltems (2) Total $0.76
Example T Business Card 00 v Business Card
tom Narme: Color printing - 457 xT e rome: Lafaysiue Business Cord
Item Name
Lafayette Business Card
Qty. 100
v PAYMENT METHOD Unit Price: 5008

If selecting Campus Mail, please click “Edit” to ensure your department and
building are saved in your address information.

v SHIPPING OPTIONS Add Another Recipient v

W SHIPMENT 1

Fill out all the
required

. . it Addr ill ram Address Book
information for the e Raes

P . e First Name * Last Name *
additional recipient. [
Lafayette| College
Repeat this process addrosstine 1+ Address Lne 2
30 Farinon College Center 1 Quad Drive
for any other
. Department * Phone Number 1
addltlonal Print and Mail

recipients. f—

giorgio.dellaiera@gmail.com

Delivery Instructions

save to My Address Book Set Address as Default Cancel Sa d Continue
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You will now be directed to the payment screen. You will enter your Fund, Organization, Account and
Program Numbers for your Department Chargeback.

TAXES s0.00
v PAYMENT METHOD
TOTAL: $8.76
Fund * Praducts (2)
123456 Example
org* Item Name
Color Printing - 85"« 11"
12345 ay: :
Account Unit Price: $0.76
Total $0.76
123456
R Business Card
rog *
Iter Name:
12 Lafayette Business Card
Qty: 100
Unit Price: $0.08

€ Contij Sh i

Once you have r
filled out all PLACE ORDER -
required fields, click
on Place Order.

After placing your order, you will receive an order confirmation email.

You will see details about your order such order status, due date, order number, and order
summary.

Thank you for your order!
Piease remember to bring a copy of this order confirmetion to the store when picking up your order. oducts (2)
example
£ User approved 8/19/3025 112408 AM EDT [aaprie e
A3 01 8/19/2025 1124:09 AM EDT 8/29/2025 2:00:00 AM EDT Color Printing - 5" x T
aty 1
Lofayetta Cotlege. Unit Price: 076
glorgio,dellaioramgrmallcom, LAFAYETTE COLLEGE, 30 Farinon College Centor, i Quad Drive, Print and Ml Total 5076
PRINTING AND COPY SERVICES
3 510-330-5015
Hours Of Gperation  Sun | Closed
Mon-Fii| 300 AM-5:00 P4 aiy 100
Sat| Closed unit price: 5008
Paymant Method
Ao Accounting Cados
Lafayette Coll ol
afoyette Collage
12345
Contor, Frint and Mail 2
org
12345
Product Details
Account
tom Narme aty 123456
Color Printing - 85" x I 1 Prog
Lofayette Businass Card 100 s
rder Total

SRroTA: sa7s
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Order History and Status and Re-Ordering

Navigate to the corresponding URL: https://lafayette.myprintdesk.net/

You will be directed to sign in through your Single Sign On credentials.

Categories ~  Digital Printing  Large Format Printing ~ Mailing ~ Stationery  Paper and Supplies  Xerox Supplies

ORDERING PRINT JOBS IS NOW EASIERI

HAVE QUESTIONS ON USING OUR NEW STOREFRONT?
GIVE US A CALL AT 5015 AND WE CAN WALK YOU THRCUGH
THE PROCESS!

Featured Categories

- Xerox

Digital Printing Large Format Printing Stationery Paper and Supplies Xerox Supplies

Toner & Supplies for your Xerox
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After you log in, click on the User icon in the upper right-hand corner and then click on Order
History and Status.

Lafayette College  Cart

Order History & Status

' My Profile

Address Book

My Saved Files
My Saved Jobs

My Downloads

Spending Accounts Usage

Logout
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On this screen you will see all your previous orders you have placed.

In the second column, you will see the status of your order. If it has been approved, completed,
shipped, or canceled.

Re-Ordering

In the third column, on any completed orders you have, you will have a reorder link available. By
clicking on the reorder link (available only after your previous order has been completed or
canceled) will place the job back into your shopping cart.

\g Large Format Printing  Mailing  Stationery  Paper and Supplies  Xerox Supplies

Order History & Status

Time period Show status Order # PO Number Sort By
All Orders 4 All v Search by Order ID Search By PO Numbe Order Date
rder# : 37 OJrder Date - 8(19/2025 11:24:09 AM User app
) Due Date - 8/29/2025 9:00:00 AM Example
Business ..

Note: You can use the dropdowns at the top of the screen to filter through the print jobs you
have submitted.

If at any time you have questions regarding your order, please email: copies@Iafayette.edu.

Thank you.
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