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

Thank you. 



 

 

 

 

Contents 

How to Register ..................................................................................................................... 3 

How to Order an Ad Hoc Product ........................................................................................... 7 

How to Order a Customizable Product .................................................................................. 13 

How to Checkout ................................................................................................................. 17 

Order History and Status and Re-Ordering ........................................................................... 22 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

How to Register 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

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

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 



 

 

 

 

 

 

 

 

 

 

 

 

 

  

Once you have selected your desired category, you can select the product you would like to order.  



 

 

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. 

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



 

 

 

 

 

 

 

 

  

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.  

 

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



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Next, you need to upload the file(s) 
you want printed. Click on the Add 
Files button.    

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

Once all your 
file(s) have 
uploaded, Click 
on Upload. They 
will now display 
in the Visual 
Product Builder.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continue to review through the Finishing Options for 
your job.  

You can select between folding, stapling, drilling etc. 

Click on each option and select the service that works 
best for your print job.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 I agree, and your job will be added to your 
cart.  

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@lafayette.edu. 

Thank you. 



 

How to Order a Customizable Product 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

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

From here, click on the Stationery category. 

https://lafayette.myprintdesk.net/


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

Click on “Design Now” 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

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

On the final preview page, you can edit your Job Name and quantity, before 
clicking “Buy Now”. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking “I Agree” will complete the product and add it to your cart. Please continue to 
order more products or checkout.  

 

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



 

 

 

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.   

https://lafayette.myprintdesk.net/


 

 

 

 

 

 

 

 

 

 

 

 

 

  

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. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

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



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The next screen will confirm the shipment method you want to use. You can choose between 
Campus Mail or Customer Pick-Up.  

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

Fill out all the 
required 
information for the 
additional recipient. 
Repeat this process 
for any other 
additional 
recipients.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

You will now be directed to the payment screen. You will enter your Fund, Organization, Account and 
Program Numbers for your Department Chargeback.  

Once you have 
filled out all 
required fields, click 
on Place Order.  



 

 

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.   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

After you log in, click on the User icon in the upper right-hand corner and then click on Order 
History and Status. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

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

Thank you. 

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