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How to Sign On:

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

 Use your University of San
Diego Login Credentials



Update Profile

BEfOI'e Ordering please Set %, CONTACT US -HFLP P EMGLISH (UNITED STATES) = | B USERNAME «
up your user profile
information

* To access your profile
Information hover over your
username and select “My
Profile” from the dropdown




Edit Information

How to Edit Your
Information

e Select “Edit Profile”

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



Copy Job Ordering
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Business Cards and Stationery
Paper Reguest
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SHREDDING REQUEST

BUSINESS CARDS AND STATIONERY

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




Copy Job Ordering: Upload Your File




Copy Job Ordering: Choose File Location




Copy Job Ordering: Choose File

10



Copy Job Ordering: Complete Upload
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Copy Job Ordering: Job Title
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Copy Job Ordering: Choose Paper
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Copy Job Ordering: Specify Options
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Copy Job Ordering: More Options
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Copy Job Ordering:

Preview Price Breakdown
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Copy Job Ordering: Special Instructions

17



Copy Job Ordering: Add Blank Pages
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Copy Job Ordering: Preview Options

19



Copy Job Ordering: Add to Cart
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Business Card Ordering
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Business Card Ordering:

Choose Browse
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Business Card Ordering: Add to Cart
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Business Card Ordering: Create Order

Create Order:

e Enter a Job Name

» Fill in applicable
fields (size, paper
type, quantity, etc.)

» Update Preview
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Business Card Ordering:

Preview/Make Changes
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Business Card Ordering: Add to Cart
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Checkout: Delivery Location
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Checkout: Billing

Enter Workday Cost Center
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Checkout: Complete the Order
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Checkout: Order Confirmation
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Order History
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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
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