
 Design & Print  How To Place A Printing Order
Order Example: Black & White 8.5” x 11” Copies 

Step 1A - Select Order Now

#

Step 2 - Select Finish Size for B&W Copies

#2

Step 1B - Select B&W Copies

#1B

B&W Copies
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Log In

Step 3 - Print Order Information

3A) Job Name  . 

3B) Number of Copies  

3C) Format 
 

3D) # of Originals 
.

3E) Ink Color   

3F) Stock Style  
 

3G) Paper Color  

3H) Continue

#4B

#4A
Step 4 - Finishing
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4B) 

4C) 

#4C

#3A

#3H

#3B

#3C
#3D

#3E
#3F

#3G
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Step 5A - Attached File
#5A

5B) 

5C)  
5D) .

#5B

#5C

#5D

Step 5E - Review File

•
•

#5E

Attach a File?
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#6A

#6B

#6C

Step 6 - Billing and Delivery

6A) 
  

6B) 
 

6C) 

Step 5F - Optional Attach Another File

5G) 

#5G

#5F

#6A

#6B

#6C
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Step 6 - Billing and Delivery 
(cont’d.)

P

#6E

#6F

#6G

#6H
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