O

The web address for the
Digital Store Front is:
http://142.66.3.20/DSF
To access Digital Store
Front, enter the web
address in your web
browser.

You can bookmark this
for future access.

Printing Service’s
Digital Store Front
allows you access to
our services at any
time from anywhere!

Whether its a:

-Print Order

-Business Cards
-Letterhead
-Envelopes

-Wide Format Printing
or

Stock items such as:
-Paper Orders

-Exam Books

It can be ordered on
line using the Digital
Store Front.
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Login:

You may all ready
have an account set
up in the Digital Store
Front,

User Name: standard
U of L user name
Password: your
copier PIN

You can change your
password once
logged in.



If your user name and
copier PIN do not
allow you to login, you
can set up your
account by clicking
the “'Register™” tab
and fill in the required
fields or contact us at
printing@uleth.ca
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Once logged in, you
can:

-place orders

- access your account
information

-check your order
status.



In “My Account”,
click on the “Edit”
tab at the bottom of
the page and you can
-Edit your “Profile”
-Change your
“Password”

-Change your
“Security Question”



“Address Book” is
very useful when
placing orders that
need to delivered to
other individuals or
locations .

You can “Add New”,
“Remove” and “Edit”
your address book.



“Order History &
Status” lets you
know where you job
is in production and
allows you to easily
“Reorder” previous
and repeat orders



“Files “ and “Saved
Jobs” allows you to
upload files and save
print files for future
use.



“Log in as buyer”
allows to place
orders for different
departments and
individuals while
logged into your own
account.

Need to place orders
for multiple
departments or
individuals? Let us
know and we can set
you up as a buyer
printing@uleth.ca
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“Placing a Print Order”

“Quick Copy/Print”
For a simple print job
black & white or color
on white paper with
basic options.

“ALL OPTIONS” allows a
number of different
paper choices, options
for binding, covers,
laminating.....



Click the “Begin” tab to
get started



Fill in the “Job Name”
and “Quantity”

To “Upload File” file to
be printed, click the
“Browse” tab to locate
your file.

If your requires from a
hardcopy original rather
than an electronic file,
select the “Offline
Material” tab, fill in the
appropriate fields and
send the material to
Printing Services.

A list of “Supported File
Types” is available by
clicking the link



Select file and click
the “Open” tab



Once the file is
selected, click the
“Upload File” tab



Once the file is
selected, click the
“Upload File” tab.
The file will begin to
upload the Digital
Store Front — the time
to upload a file will
vary based on the file
size!



Once thefile is
uploaded, you can
add other files to be
combined into one
document.

When you have your
files uploaded, click
“Next™" to continue.



Select

-Color or B&W

-Single Sided or Duplex
-Paper Type and Size
-Any other finishing
options as well as any
“*Special Instructions™

Click the "Next™ tab at
the bottom of the page
to proceed.



Here you can preview
how your document will
look.

PLEASE NOTE: some
landscape and oversize
documents may not
preview properly —
don’t worry, the
document will print

properly!



You can also review the
print options.

If you need to change
anything, just click on
the “Edit” tab.

If everything looks , you
can “Add to Cart”



You need to select a
“Request Ship Date”,
Click on the calendar
icon to view the
calendar pop up and
select a date that you
require your job.
Click the “Save” tab



Indicate the delivery
information that
includes:

-Method along with any
special instructions

-If the delivery needs to
be to a person or
location other than
yourself or to multiple
locations, you can “Add
Another Recipient”

These recipients can be
added to you “Address
Book” for future use.

Once the delivery
information is complete,
you can “Checkout”



Choose a “Payment
Method”, by default,
your account is set to pay
by a University FOAPAL.
A default FOAPAL will
also be in the “Account
Number” field, this can
be changed to a different
FOAPAL — it must be
entered with the dashes
as follows:
12345-6789-0123-4567

Click “Next”



If “A valid account
number is required” is
displayed, the format of
the FOAPAL entered is
incorrect, be sure to
include dashes or the
FOAPAL is not entered in
the Digital Store Front
Data base — contact us at
printing@uleth.ca

With the FOAPAL
information and will we
add it to the data base.
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Review your order and
click “Place My Order”

**Prices displayed are
estimates only and my
not include any special
requests or print
methods that my reduce
the price of the job**

If you have any
questions or require
more information,
please contact us:

printing@uleth.ca
403-329-2625
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