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HOW O USe Every user will start by clicking on the login text on the top right side of the homepage.

PSCEZPRINT



After clicking on login, this screen will co
up. If you know your user name and
password, simply sign in.

If you are new to EZPRINT, click on Registe



A You must enter yout 7-digit

nnnnnnnnnnnnnnnnnnn

department printing budget
code on this page. You can

emall N
pmaurer@prairiestate.edu

phambrick@prairiestate.edu =

or kclifford@prairiestate.edu

Account Information

to request it, or come to the =

Duplication/Mailroom
Center to view the list

When you enter the budget Loy

code, it must be in this
format:

00-0000060000G0000

TT4°6L


mailto:pmaurer@prairiestate.edu
mailto:phambrick@prairiestate.edu
mailto:kclifford@prairiestate.edu?subject=EZPRINT%20BUDGET%20CODE%20NEEDED
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Once you have logged in or =~
registered, this is the starting “
page for ordering your it
duplication items.

Classroom Manuals
Communications and Marketing

Copies bw 50+

We placed the most omsssg
requested items on the homeerimesenice : T
page. | f you don’t sew~what
you need here, lookn the A

navigation bar on the left and::ewm :
click on the wordtopiesfor 8¥2x 11 8%2x 11 8¥2x 11 Conxw

Paper and Stationery ltems
Black & White Copies Black & White Print in Color Print in Color

m 0 re C h O i CeS . Print Shop Only Hardconv Submission

ORDER NOW ORDER NOW ORDER NOW ORDER NOW

PSCEZPRINT MESSENGER COPIES 8.5 X 11 BLACK AND WHITE COPIES 8.5 X 11 BW - HARDCOPY COPIES 8.5 X 11 PRINTED IN COLOR KT COLOR COPIES
i & WINDOWS (32BIT) i . SUBMISSION ] . . .
IC O n t G)r er n OW Utto n & WINDOWS (6481T) Printed on white or colored paper  Printed on white or colored paper = No flyers or promotional items, No flyers or promotional items,

with choice of finishing options. with choice of finishing options. these must come through Public--  these must come through Public--

for the product (8.5 x 11 i

copies, etc.) to begin your | criinganron tedr
request. , HER e T
"B T aaxas

New Student Roadmap Laminated Wall Calendars



Copies 8.5 x 11 black and white

Files Add Files

Q, Review My Job @ Help X Close

* Job Name (i)
Copies 8.5 x 11 black and white
* Quantity * Pages
1 3
Print Options
Orientation
A >
" | Portrain
Print In Color/Sides >
BB print in Black and White:Double
D Media(8.5 x 11 white 20
Staple
4
No Stapling
4 Collate >
Collate into Sets
Cuttin
9 3
No Cutting
) 4
rill
Lamination Sheets >
No Laminating
Slipsheets
N g D

Special Instructions

m

us
=
z
'
o
. 4
¥

a & [ s

Unit Price $0.04  Total Price $0.04 “ Add to Cart

1. Start here by clicking add files.



Add Files

o

Upload Files Saved Files

PrintMe

Supported File Formats

1. After clicking add files, this is the next screen you will see. If you click upload files,
you will be able to browstor your file andupload.

2. If you have hardcopy, choosgher and it will look exactly as the old version.



Copies 8.5 x 11 black and white Q_ Review My Job @ Help X Close

;
* Job Name (i) . .
Copea 5311 blackandwive This shows how many copies you
* Quantiy *Pag need and how many pages will
i be copied.
Print Options

rint | e
4
B A print

In Black and White:Double.
D Media(8.5 x 11 white 20.

(=
2 This is where you can change
_ items particular to you copy job,
stapling, cutting, etc.
=

Staﬂp‘e >
D
D
D
Lamination Sheet: >
. > This is where any special &
speciaf Instructions instructions can be listed.
[ n “ W 173 MW Q @ 86%
e o 0,04 1 ot Pree S04

Once you have uploaded your file or chosen hardcopy, this screen will come back up. This is n
whereyou select the particulars for your job.

Choose papeorientation, paper colgrstapling hole punching, etc. Many selections are defaulted
to the most requested items.

There also is a box on the bottom where you can list any spastalictions.

Once you have selected all your options, you are now ready to add to cart.



Once you have clicked the add to cart button, this screen willygmpJust to make sure that you have
chosen the exact options that you want, etc. Click on | Agree to proceed.
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Classroom Manuals
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Copies bw 50+

Counseling

Enroliment Services

Financid A FEATURED PRODUCTS
Human Resources
&
NCR )
Office Supplies
) 82x 1 82x 1 82x11 1Mx17
Paper and Stationery ltems
Black & White Copies Black & White Print in Color Print in Color

Hardcony Submission

Print Shop Only
ORDER NOW ORDER NOW ORDER NOW ORDER NOW

PSCEZPRINT MESSENGER COPIES 8.5 X 11 BLACK AND WHITE COPIES 8.5 X 11 BW - HARDCOPY COPIES 8.5 X 11 PRINTED IN COLOR 11 X 17 COLOR COPIES

SUBMISSION
WINDOWS (32BIT,
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B Mac

812x11

New Student Roadmap Laminated Wall Calendars

After clicking the | Agree button, this is the page that paps

If you are done ordering, you need to choose the shopping cart icon to go to checkout.
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CART
Due Date  WED July 19 2017 10:00 B8 _ Selected Print Shop = PSCEZPRINT ~
Products Quantity Unit Price Total
Subtotal: $0.02
Copies 8.5 x 11 black and white 1 $0.02 $0.02
Item Name: Copies 8.5 x 11 black and white Total: $0.02
@ Save for later
B Remove

Proceed to checkout to view final order total, including
taxes, fees, shipping.

) [T
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1. This is the next screen. On this screen choose the date you would like your
item to be completed.

2. Then choose PROCEED TO CHECKOUT.



Choose to have your
job placed in your
mailbox or in the
cabinet.

Enter any special
delivery instructions in
this box.

You can choose to
continue shopping or

PROCEED TO
PAYMENT.
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¢»Prairie State College
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Shipping
Select a shipping address & shipping options

SHIPMENT 1

ADDRESS
Add from Address Book
* First Name:

Paulette

* Last Name:

Maurer

* Phone Number 1:

708-709-3630

* Email

pmaurer@prairiestate.edu

Delivery Instructions

[ save to My Address Book

m el

You must click save to proceed with checkout.

Add Another Recipient ~

2

Payment

=

3
Finisk
Products
Copies 8.5 x 11 black and white
Item Name: Copies 8.5 x 11 black and white
Subtotal $0.02
Total: $0.02

Powered by EFI Digital StoreFront v9.6.100.22642
© 2004-2017 Electronics For Imaging, Inc.

Terms & Conditions

EFI Productivity Suite
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Shipping Payment Finish
How would you like to pay?
PAYMENT METHOD Products
Please(aclect Copies 8.5x 11 black and white
® Budget Code Item Name: Copies 8.5 x 11 black and white
BUDGET CODE
* Account Number:
Subtotal: $0.02
01-931200-54200-0000
Total: $0.02

Department Name:

Powered by EFI Digital StoreFront v9.6.100.22642 Terms & Conditions

© 2004-2017 Electronics For Imaging, Inc. EFI Productivity Suite

Your account numbeshouldautomatically populate herdf not, you will need to
enter it or if you need to change it, you would do that here as well. Tiygeur
department name, e.g. English, Math, Physical Science, etc

It is now time to PLACE MY ORDER.
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Shipping Payment Finisk
Order Confirmation

Thank you for your order!

If you chose store pickup, please bring a copy of this order confirmation when you come to pick up your order

Order Number Status: Order Date: 7/19/2017 7:48:19 AM CDT

= 5 o Products
87537 User approved Due Date: 7/19/2017 10:00:00 AM CDT
= < Copies 8.5 x 11 black and white
Asof 7, 17 7:48:19 AM CDT

ltem Name: Copies 8.5 x 11 black and white

Paulette Maurer PSCEZPRINT
pmaurer@prairiestate.edu pmaurer@prairiestate.edu
708-709-3630 202 S. Halsted St Payment Method:
Chicago Heights Cost Center
60411 "
Account Number;
United States i
708-709-3630 01-931200-54200-0000
Hours Of Operation
Subtotal $0.02
Total $0.02

SHIPMENT 1

Mailbox

ADDRESS

Paulette Maurer 708-709-3630 pmaurer@prairiestate.edu

This is your order confirmation page. You have successfully submitted your duplication request.

All hardcopy requests must be submitted with this page attached. We will not be accepting any w
in the basket without this page attached.

There is a computer and printer available on the front counter in the Duplication/Mailroom Center.



FILE MESSAGE DEVELOPER

= » ~ 7 - 5 - < ~ A N 5
B Ignore x ) (L—(J. (3 Famecing || ISSWORKREQUE... -| | Y “caRules Mark Unread &% H. Q B = % &aReply

&3 To Manager - 0 OneNote | §is Categorize = £ Forward
Delete | Reply Reply Forward EE] More '~ E7 Team Email — | Move __ . Translate Zoom | Notes Print Reply
All cam tinal d . [[PActions~ | |* Follow Up~ = [~ salection | Al

. . Delete Respond Quick Steps & Move Tags ml Editing Zoom | Bells & Whistles Disabled
You will receive an
emall Conflrmatlon that EZ Print <DON'OTF.{EPLY@pramestate.edu>
New DSF Order Notification

yo u r O rd e r h aS b e e n T; I:::::::a::y;lems with how this message is displayed, click here to view it in a web browser,
successfully placed.

Q.'r;.Junk'

You will receive another s
e m ai I Wh e n yo u r O rd e r Your order has been placed successfully.

Order Number : 87537

has been printed and iS o bue bae & Tme: 7192017 100000 avicor
available in your 116477

. . Please Click the link below to see the status of your order "http://pscEZprintservices.myprintdesk.net/DSE/MyA ccount/Ord erSummary.aspx?
mal I b OX Or th e Cab Inet. Me/kuTVSB+mVSIWxTLz{FIN7Jk8qS50ZfBO+CY+6EXfzy2nz01kSe5+bAT4ERWRAddnGaYc72dZe/zBs0ouzd Gf TEveP97T8/2Mi8 IMxdm1gK AiSTEwo lacA/zblwe

Thank You!

EZ Printshop
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CART

Due Date  WED July 19 2017 10:00 5 Selected Print Shop  PSCEZPRINT ~

Products Quantity Unit Price Total
Subtotal: $0.02

Copies 8.5 x 11 black and white 1 $0.02 $0.02
e Item Name: Copies 8.5 x 11 black and white Total: $0.02

e @ Save for late
& Remove

Proceed to checkout to view final order total, including
taxes, fees, shipping.
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On the top of every page you will see the little head icon and your name. If you click the
drop-down, you will find links to Order History, My Profile, Saved Files, Saved Jobs,
Downloads and Logouit.
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If you need assistance with anything pertaining to EZPRINT, please contact Karen Clifford in the Duplication/M
Room Center aiclifford@prairiestate.edwr stop by the Duplication/Mail Room Center and we will be happy to
help you.



mailto:kclifford@prairiestate.edu

