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PRINTING MADE EASY

Ordering from Document Services has never been easier. Upload a File from your desktop,
search for personal items in My Files or search the Catalog.

Submit order Hard Copy Request My Files Search Catalog
Wfﬂttﬂﬂhﬂd ﬁIE Order custom prints from a hardcopy, Search your per=zonal file cabinet for items Search catalog by description for items to
CO-ROM, etc. to order. order.

Select a file from your desktop.

pdf, pptx, gif, jpo, pna, jgeg, p

il

I Browse_ | | |

Multiple Files? Advanced Search Advanced Search

Go

Go Go

© 2001-2012 Rochester Software Associates, Inc. All rights reserved.

Navigate to “Go” button
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Home = Catalog = All Workgroups = All Folders

Select Items

Add items to your cart by entering quantities and clicking Add to Cart
For template documents, click Configure to set up the template and add it to your cart. All items with quantities are added to your cart first

Item Search Job Name Rows Per Page |25 TI
Form #
Sort By | Item =l|az =]

BU Business Card.pdf $0.08

B =
- Click on "Configure”

Located in default / Business Card Template

[1-1] of [1]

Add All to Cart

2 2001-2012 Rochester Software Associates, Inc. All rights reserved.

Navigate to “Configure” button
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Configure Template - [3] BU Business Card.pdf

Template Instructions Preview

Follow the appropriate steps below

Form Fields Your Kame
o Tilke

Current Mode: Interactive f = - it A
CLITCSPLE ol

Bloomsburg AdStera |

VERSITY

Mame Addna 2
Title Your O | (SN Teenhome
Office Optional Bulbdng and Moo Your emmes | (G0 oormu edy

foon | Faoor welede Oplioal)

Additional 1 N "

- N0 Ct eond el | AddBond wehioo s infio 2 Oplomall
Additional 2 Bloomeburg PA L MEL5 1301 | AddSored eyt info 2 (0plomal
Office/Department
Telephone

Buiding and Room
Email Step 1: Fill in the

Building and Room 2 a ppropriate text bOXGS

Fax or Website

Street Address

Additional Web/Contact Info
Town, State, Zip

Additional Webi/Contact Info 2 Step 2: Click “U pdate
Requested [500 =] Preview” to view preview

Step 3: Once your

preview looks acceptable,

click “Add to Cart”

chester Software Associates, Inc. All rights reserved.
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Configure Template - [3] BU Business Card.pdf
Template Instructions Preview
Follow the appropriate steps below
Form Fields &-\ Jahn Do=
Mrofecay
Current Mode: Interactive
' Bl(lomhhlil’}.,
VERS

Mame John Doe o

Title Professor Depatrert of Tubwigks | Ofice (5) 847880

Office Optional Waller Mmin. Bidg | J Do u als

Additional 1 20 Exd ::.1::;

¢ J' ]

Additional 2 Bameburg PA 17815- 131

Dffice/Department Department of Tutorials

Telephone Office: (570) 456-7890

Buiding and Room Waller Admin. Bldg.

i . . oo

Email IDoe@bloomu.edu Step 1: Fill in the

Building and Room 2 Room 42 .

Fax or Website appropriate text boxes

Street Address 400 East Second Street

Additional WebiContact Info

Town, State, Zip Bloomsburg, PA 17815-1301

Additional WebiContact Info 2 Step 2 C||Ck ”Update

= . ’I . .
Requested [500 ] Preview™ to view preview

*NOTICE*: You may not need
all the fields. If you do not

use all the fields, make

adjustments as necessary. © 20012012

012 Rochester Software Associates, Inc. All rights reserved.

Step 3: Once your
preview looks acceptable,
click “Add to Cart”

Add to Cart




Job Number I-DldEl 435 01/29¢2013

Printing Options

¥ Job Name BU Business Card {Card Merge).pdf Number of Originals 1
Form # 3
Crdered from default folder

Options ¥ symmary | Print

Print: Mumber of Originals: 1, Color, One Side,

Other Notes W

Proof Options r Provide a sample of the document before processing my order.

Shipping Information Add another Shipping Address [ Rnciil o L

Requested Ship Date 01/31/2013 28

Mote: Only dates when the print center is open may be selected.

¥ Chris Baumer Card Count I 500 TI Requested Ship Date 01/21/2012

Method IC-IJE-t{}ITIEI’ Pidk Up ;I Location Location Special Instructions

Est. Delivery Date 01/21/2012

Step 1: Check the MBI Defauit | From My Contacts | New
Agreement Statement

Billing Information

In erder for your request to be processed, one

* This volume is my original work
* This volume contains copygeied or public domain materials and has been approved

Step 2: Check Cost Code

¥ Estimate $40.00 | certify that this request complies with the abowe requirements]

Bill to Chrie Baumer for Va“dation
Bill to Bookstore | —
Cost Code Number [1011030260 Lockup
Example Code 0123458789
wes | Lookup
Example Code 0123458789.0 Step 3: Click “Place
Bill to Other | Lockup Order"

Start New/Cancel Cart Add to This Cart Flace Crder




