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Log In

To access the UNM Print Portal please follow utilize the following URL:
printshop.unm.edu
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Hours of Operation [UseriD [Password

Monday - Friday 8:00am-4:45pm Signup  Forgot your password?

Accessing the Copy Center Online Portal

Order With Confidence

Get your print orders exactly as you want them, when and where you need them with Document,

M Don't Wait in Line!

Order your documents from the comfort of your home or office using our online ordering §

COPY CENTER  Inatury

Not to worry! We deliver your order to you fast and correct the first time. With our high qug
quality assurance, you can rest assured that you will get what you ordered just as you ordd
our mailing services, we guarantee you will get your order on time, delivered right to your d

Login:
First Time Users: Click “Sign
Up” under the user ID field.
Returning Users: Enter in
your credentials and click
“Log In”

Get Started Today

To begin ordering, log into your account.

First Time Users:
You will be brought to this
registration page upon clicking

“Sign Up”. Please fill in all
available fields
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New User Registration

Please enter your contact information. Fields with a * are required.

Address Phone / Email
First name* | Email * |
Middle name | Re-enter Email * |
Last name* | Work #* |
Location* |
Department * |

Street 1 \UNMH Shipping and Receiving (Silver (




Account Settings

Please verify your account information through the “My Account” button in the top right of the home
page. Modifying any of these fields will autopopulate the information into your cart when ordering.
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rome My ACCOUNT  HMElp  LOgout

R

@, Search for Items

[ Entire Catalog 4)
1 T
Choose Files  no files selected
Multiple Files?
4 User Tools

Hospital User Guide

Help with Ordering Wide Format

Order Paper

Download SurePDF Driver
What is SurePDF?

View Order History

Manage Uploaded Files

Reorder Uploaded Files

Contact Information:
Input your contact
information

Shipping Information:
Input your UNM shipping
address

Billing Information:
Input your UNM billing
information

Copy Center Hours of Operation ? N eed H el p7
8:00 AM to 4:45 PM Place an Order Promotional ltems Contact us with questions, issues,
Monday-Friday

Order custom calendars, holiday cards,
mugs, water bottles, and t-shirts.

Padding/NCR

My Account:
Clicking “My Account” will
bring you to your account
details page

and helpful suggestions:

Dane Smith Hall, Room 124
MSC12 7040
Phone: (505) 277-8267
Email: unmcopycenter@unm.edu

Health Sciences Center
Basic Med Sciences Bldg, Room B55
MSC12 7040
Phone: (505) 272-4900
Email: unmcopycenter@unm.edu

UNMH Forms Catalog

RREssss

Address

My Account
My Contact Information

Email Options | [ Print Options | [ Manage Contacts | [ My Workgroups |

Aidan Hamor
WFA

111

lllinois
United States

Default Shipping Information

Address

Or select from this contact list m

User ID AHamor (Local)

Phone / Email

Aidan Hamor
WFA

111

lllinois
United States

Address

Default Billing Information

Hold for pickup ~|

Method

Aidan Hamor
WFA

111

lllinois
United States

Email Options

Shipment Notification
Send an email to the order owner of the shipment when shipped.

Item Expiration

Receive an email when your documents expire.

Or select from this contact list

Or select from this contact list

Order Completed i ification to
Receive an email when your order has been completed.

Send an email to the recipient of the shipment when shipped.

Order Completed To Billing
Send an email to the designated Bill-to individual from your order when completed.

Order Receipt
Receive an email when your order has been submitted.

Email Options:
Set your email
preferences for job
notifications



Catalog Ordering

The UNM Print Staff has made frequently ordered items readily available for order. To
begin, proceed to the UNMH Forms Catalog “GO” button.
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Copy Center Hours of Operation ? N eed H e I p7
810,3 A"g to é{f PM Place an Order Promotional ltems Contact us with questions, issues,
londay-Friday ‘ \i and helpful suggestions:
A

Search:

@ Search for Items Dane Smith Hall, Room 124

MSC12 7040

1 — en o Use the search function

y . Order custom calendars, holiday cards, _ Health Sciences Center . . .
C"",O‘DSEIFH:S o files selected mugs, water bottles, and t-shirts. Basic Med Sciences Bldg, Room B55
s quickly find a file
4 User Tools [ | [ | Phone: (505) 272-4900
Email: unmcopycenter@unm.edu
Hospital User Guide
Help with Ordering Wide Format Order Paper Padding/NCR UNMH Forms Catalog

Download SurePDF Driver
What is SurePDF?

View Order History

Manage Uploaded Files

Reorder Uploaded Files

Folders:
If the file name is not
known, browse the folders
and their contents. All items
are arranged in a
department specific folder

Select By Folder

Browse for items by selecting a folder from the list below, or search for items using the search bar.
Use the Catalog link to select a different Workgroup or click Home to select items outside the Catalog.

Item Search

Search | Rows Per Page
Show Advanced Search Criteria Sort By |Item vI

Folders v
1. All of the Hospital Forms Used

4 West 12230

5 West 12320

Adult Urgent Care 21035

CTH Outpatient Clinic Peds NW 30030
Cardiac Rehab 71020

Childerns Heart Center 71010

Clinical Research Center 12350
Coronary Progressive Care 12210
Emergency Department 21015

Eye 1601 PYXIS 34620

Family Practice 3 North 12330

GPU

ICN 12415 Select Items

Labor & Delivery 12000 Add items to your cart by entering quantities and clicking Add to Cart.
Main OR 15000 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 m

Search | Rows PerPage (100 ~

Show Advanced Search Criteria Sort By |Item ~|[az ~|

Home > Catalog > Forms > Labor & Delivery 12000

— APC OB Triage $12.50

color copies, single sided, cut to 8.5 x 5.5, pad 100 sheets per pad, order in even amounts
IR |

Located in Forms / Labor & Delivery 12000

Advance Directives Booklet Spanish $0.49

Please NO te . Al I Cata | Og Color Copies, double sided, 8.5 x 5.5 booklet - — pwm—

ItemS are Stath ItemS The . - -~ | Located in Forms / Labor & Delivery 12000

associated print options Advance Directives Bookiet VIET $0.49
5 . 7 - Color Copies, double sided, 8.5 x 5.5 booklet
can not be changed R —

Located in Forms / Labor & Delivery 12000




Custom Orders

To order print jobs begin at the home page at the “Place an Order” category.

Home MyAccount Help Logout
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Orders Manage Files

Copy Center Hours of Operation !?? N eed H el p?
8:00 AM o 4:45 PM Place an Order Promotional Items Contact us with questions, issues,
Monday-Friday

and helpful suggestions:
@, Search for Items
[ Entire Catalog :)

[search Text \——’

Dane Smith Hall, Room 124
MSC12 7040
Phone: (505) 277-8267
Email: unmcopycenter@unm.edu

Order custom calendars, holiday cards, ) Health _SCiences Center
mugs, water bottles, and t-shirts. Basic Med Sciences Bldg, Room B55

MSC12 7040
“ Phone: (505) 272-4900
Email: unmcopycenter@unm.edu

Choose Files ' no files selected

ultiple Files?

% User Tools

Hospital User Guide

Help with Ordering Wide Format

Order Paper Padding/NCR UNMH Forms Catalog

{’/ 2o Yy -
|
jm"’

Download SurePDF Driver
What is SurePDF?

View Order History
Manage Uploaded Files

Reorder Uploaded Files

Browse to Your File.
Click “GO” Button to
Upload Files

Supported File Type:
PDF

For additional files types check out our

SurePDF guide under user tools

Print Settings such as paper choices,
black and white or color, binding

options etc. will be discussed in the

cart section of this user guide




Cart: Basic Overview

Follow the steps in the cart to select your printing, shipping, and billing  options to

your specifications.
Before proceeding in your cart, you must specify a name for your order.

Provide an Order Name

[=H

Order name ||
Please enter a meaningful name to help the print center identify the
order, and to help with future reordering.

1{19[ COPY CENTER

1/ Cart

Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartlD 282
Order name Test Order Estimate $0.08
e v

- Fall Safety Handout ENG.pdf * Unit Price $0.08

é’.".v."::»t-— 2 Pages N .

P i 8.50x11.00 Inches Quantity |1 ¢
g E Document Enhanced for Printing

Your Selected Print Options Pript B/W, 1-Sided, 8.5x11 20 Ib White, Scale Down Only

i Preview / Change Options

Enter special instructions for this item. | Provide a sample of the document before processing my order.

Orientation

. - Order Estimate:
Print Options: Here you will see a price
Select this button to breakdown for each

change your paper, individual item in

size, color, apd many addition to the total order
more options




Print Options: Overview

Clicking on the “Print Options” button labeled in the previous page brings you to a
dynamic preview of your job. The preview will update based upon your selected print
options on the left hand column.

1-Click Print Options:
Select this to view and apply a
variety of predetermined print settings

Document Preview:
The software will provide a dynamic
preview of how your job will print.

*% . . .
Please be aware, what you see in the preview is

TRt Options - Test.pat what will be printed
| Quick Sets

= Click to select from a list of
1-Click Print Options

Refine Qpotions
‘ Output
B/W

Paper
8.5x11 20 Ib White

(‘ Scaling
i scale Down Only

% Plex Document
1-Sided

Covers

Binding

Page 1

Done With Print Options

Refine Print Options: Choose Finishing Options:
You can choose your paper, output These range from binding (plastic
(B&W, Color), covers, plex coil/staples), folding, and other

(one/double sided), scaling etc. For for options you may not see in
custom paper sizes/custom jobs, the other sections. Please enter
please enter special instructions on special requests into the special
the main cart page instructions page of the cart




Print Options: Special Pages

I  Print Options - Test.pdf Print Options Summary Unit Price $0.16 Quantity 1 Help
I Quick Sets

Ig— Click to select from a list of
Q 1-Click Print Options

Booklets

Refine Your Print Options
& Output
B/W

D Paper
8.5x11 20 Ib White
[.¢| Scaling

I_ Scale Down Only

B Plex
1-Sided

Covers
L © I

DOCUMENT

To Add Special Pages:
Click the icon in the bottom right
of the preview. Right click on any
of your pages. A menu will pop
up from which the user can add
blank pages, add tabs, or convert
current pages to tabbed pages.
To add text on the tabbed portion,
enter in “Tab Text”

Page 1

Done With Print Options

I / Print Options - Test.pdf

Quick Sets
=l Click to select from a list of
Q 1-Click Print Options

Print Options Summary Unit Price $0.1¢

Booklets IS N " ([ T ([ T [

o

¢ Outout

I Refine Your Print Options
o=

Paper
8.5x11 20 Ib White

[ Scaling
L scale Down Only

E Plex
1-Sided

Covers

& Select Print Sides for Page »

D‘El Change to a Tab
Tab Stock and Font Setup - Test.pdf

D Blank Sheets... > =~ Add Tab Befor Select Tab Stock i)

Select Tab Font | Helvetica |

Bl re=ee) EI@E

Duplicate Tab Text on Tab Body

D Blank Pages... > ‘; Add Tab After

D Change Covers

Tab Text

Preview ’ ‘

Show in Preview




Print Options: Wide Format

Utilizing the “Print Options” button in your cart you can access the preview page. To
build your Wide Format job, follow these steps.

v Brlm aptlons - est.p’! Print Options Summary

Quick Sets
= Click to select from a list of
1-Click Print Options

1 - Output: Bookies
Select “Wide Format
(Posters)” from this

section

Refine Your Print Options
Output
Wide Format (Posters)

3

Paper
Wide Format Posters 18JR4

N
\
\

Wide Format mode: Print options shown

7| Scaling
i/ Scale Down Only

Plex
1-Sided

Other (not shown)
\©

DOCUMENT

2 = M ed i a: dzrceu fnr: "srpt;;i:i: to Wide Format
SeleCt your paper Click here for more helf

from the available
media

Page 1

Done With Print Options

Select Paper

Current Paper: Wide Format Posters 18x24

3 - Scale:
Select an option
here to scale your
document

Use the filter options below to view the available paper choices.

Color [0 White + size | Any 4

The paper size has been preselected for you.

These papers match your color, size and filter options. Click on the paper name to select it. To make no changes and keep the Current
Paper selection shown above, click Cancel.

‘ Name ‘ Color ‘ Size

[[] Wide Format Posters 18x24 White 18x24
[J Wide Format Posters 24x36 White 24x36
[] Wide Format Posters 36x48 White 36x48
[] Wide Format Posters 36x56 White 36x56
[] Custom Size Vinyl Banner White Custom Size
[] Custom Size Light Weight Fabric White Custom Size

[] Custom Size Matte Poster White Custom Size

Document Preview:
Be sure to look over your
preview. What is shown is what
will be printed. If the image is
blurry you may need a higher
resolution image. Contact the
print center with any questions

Media Size:
If you do not see your exact
desired size, or have selected
a custom size media, please
indicate its final size in the
special instructions




Cart: Overview Continued
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1/ Cart
Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartID 283

Order name Test * Order Estimate $0.20

tom -

Test.pdf Unit Price
4 Pages :
TEsT 8.50x11.00 Inches Quantity |1 °
DOCUMENT Click the image to review the proof.
Select your print options, then click Preview to review this item prior to ordering.

Your Selected Print Options Print Color, 1-Sided, 8.5x11 20 Ib White, Scale Down Only

ﬁ Preview / Change Options

Enter special instructions for this ite

Orientation

| Provide a sample of the document before processing my order.

Special Instructions

Special Instructions:
Please use this area to relay any
print option relevant instructions to
the print staff. This will ensure your

job is completed to your exact
expectations. It may also be left
blank if no additional
instructions are needed




Shipping/Billing Information

Please verify and change your shipping and billing information as necessary. Default
values can also be changed in the “My Account” page.

Shipping Information

Add Address

1 would like my order shipped by: Wednesday, November 07, 2018

Note: Only dates Wigp the print center is open may be selected.

Test Test /" Select a Shipping Method
WFA Hold for pickup ~| Pick up during business hours
123
llincis M - F between 8:00a.m. - 4:45p.m.
United States

Delivery Estimate
Thursday, November 08, 2018

Ordered ltems
1 Test.pdf

Shipping Date:
Select the date you would like your
order shipped by. This will affect
your delivery estimate date

hipping instructions for this recipient

Shipping Method:
Select from “Local Courier” or
“Hold for Pickup” options

Personal Information:
You may edit your information
with the pencil icon

Billing Information

Test Test 7 Order Estimate $0.14
DSM Click the price to view the cost details
i Select Billing Codes for Payment
New York Cost Center
United States

Please Enter a Cost Center Code only if a Hospital Employee

Enter billing instructions for this order

Continue Shopping Place Order




Pricing Information

1/ Cart
Order name test "

Item 1

Test.pdf
4 Pages
TEST 8.50x11.00 Inches

DOCUMENT

Select print options, quantity per recipient and billing information. Click Place Order to submit your order.

CartID 296

Order Estimate $0.16

i Replace File Continue Shopping

nit Price $0.16

Quantity |1 z

Your Selected Print Options

i Preview / Change Options

Print B/W, 1-Sided, 8.5x11 20 Ib White, Scale Down Only

Enter special instructions for this item.

Orientation

~| Provide a sample of the document before p

Item.1

Item Category
Test.pdf Printer : Plex :
PaperSize

Print: Original Pages: 4, B/W, 1-Sided,
8.5x11 20 Ib White, Scale Down Only
Orientation: Portrait

Quantity: 1

Item Price Estimate:
Selecting the price next to
“Unit Price” brings up a price
breakdown for that item

Note:
All prices upon submission
are purely estimates. They
are subject to change

Option

B/W :1-Sided : USLETTER (8.5x11) | 4 impr.

Quantity Unit Price Option Total

i w
Item
Total

$0.040000 $0.16 | $0.16

Item Charge Details

Order Information

Order # 296

Item

Test.pdf
Print: Original Pages: 4, B/W, 1-Sided, 8.5x11
20 Ib White, Scale Down Only
Orientation: Portrait
Quantity: 1

$0.16 each
Recipient

Test Test

Order Price Estimate:
Selecting the price next to
“Order Estimate” breaks down
the entire price of your order,
including all items

Category Option Quantity Unit Price Option

Total

Printer : Plex : B/W : 1-Sided : USLETTER (8.5x11) 4impr. | $0.040000 $0.16
PaperSize

Category Option Quantity Unit Price Option

Total

Subtotal

Tax 0%

Total

Item
Total

$0.16

Shipping
Total
$0.00
$0.16
$0.00
$0.16




Submitting Orders

Once you have finished configuring your item, you may place your order or continue
shopping.

Shipping Information

1 would like my order shipped by: Thursday, December 13, 2018 ::i Note: Only dates when the print center is open may be selected.
Test Test /" Select a Shipping Method
DSM [ Hold for pickup o ] Pick up during business hours
‘f’;: M - F between 8:00a.m. - 4:45p.m.
ﬂ::;osrram Delivery Estimate

Thursday, December 13,2018

Ordered Items Quanti
1 Test.pdf

[

Billing Information

Test Test 7 Order Estimate $0.14
DSM Click the price to view the cost details
i Select Billing Codes for Payment
New York Cost Center
United States Please Enter a Cost Center Code only if a Hospital Employee

Enter billing instructions for this order

Continue Shopping

Place Order

Note:
Your order will only be
submitted if you accurately
filled out the print, shipping,
and billing options. You will
receive an error message
if there was an issue in

submission

Place Order:
Once you place your order
you will receive a
notification email (if set in
your account settings)
regarding the details of
your order




Order Confirmation

Your order has successfully been submitted once you arrive at this page. Additionally,
you will receive an email confirmation from the UNM print shop if you have email
delivery set in your account preferences.

Please note, if you have not reached this page, your order has not been submitted.
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Orders Manage Files

Order Submitted

Your order 296 has been submitted for processing. S o rew
An order confirmation email will be sent to you (if enabled). | bOmmEE

Order Information

Order Name test Order Number 296
Submitted On 11/07/2018 10:15 AM Requested ship date 11/07/2018

Customer name Site UNM Copy Center

Ordered ltems

Ship to Test Test

| Qty|Item / Form # | Workgroup / Folder Price Each | Extended Cost|
1 Test.pdf $0.1600 $0.16
default

Total Price $0.16

Billing Information




Order History

Within your Order History, you can reorder past jobs and the system will keep the job
specifications for you in the new cart so that reordering is seamless.
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View Order

ST
History or Orders:
Selecting either of these
cow%?"h‘;’ﬁa';_r-i:wmn ace an Order Promotional Items Op.tlons will brlng yOU to a
. Search for ltems v e PR ' list of your past orders

Entire Catalog 4 [

o
=1

4 User Tools

Hospital User Guide

Help with Ordering Wide Format

Download SurePDF Driver

Order custom calendars, holiday card
mugs, water bottles, and t-shirtg

Choose Files ' no files selected

Multiple Files?

Order Paper Padding/NCR

What is SurePDF?

/—,*-v-'r"rf TR,

View Order History

Reorder:
Files may be re-ordered.
The system will configure
your job exactly as it was
submitted previously. The
print/shipping/billing options
will all be the same as the
original order

Manage Uploaded Files

Reorder Uploaded Files
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Order Name:
Files include user

Orders

ithe status of an order from this page, and view the details of past orders.
an replace the contents of your cart with a saved order or an order that was rejected (your current cart will be saved).

designated order name as [ se"
Status [All | Rows Per Page | 100
well as order number for ordername [
pl’l nt ShOp use Item Account Code
der Name Order # A Created Sending to Status

test 296 11/06/2018 e S + Cart
Test 295 11/06/2018 Completed [ View |
Test 294 11/06/2018 Production [ view |
Test2 293 11/06/2018 Completed
Test 283 11/06/2018 Completed m
Test 282 11/05/2018 Production [ View |
t 281 11/05/2018 Canceled
test 280 11/05/2018 Production [ View |
t 277 11/05/2018 Production [ View |
Test 261 10/30/2018 Production View i Reorder

Note:

Test 259 10/30/2018 Canceled =3
F | IeS dO eXpI re Test 237 10/26/2018 Production View || Reorder

and may need to be
re-uploaded



Order History - Personal Reports

Within your Order History, you can run personal reports on all of the orders that have
been run through WebCRD. This can include data ranging from account codes used,
amount spent, and what kind of print specifications you have ordered.
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Reports:
This will bring you to a
reporting page where you
have the ability to produce

My Orders

Find the status of an order from this page, and view the details of past orders.
You can replace the contents of your cart with a saved order or an order that was rejected (your current cart will be saved).

Order Search Search B “lear

Status Created from [ i Rows Per Page |100
Ordername [ o
[ ——————— e~ reports based on
C T — ~ s order history
test 296 11/06/2018 4 + Cart
Test 295 11/06/2018 Completed [ View |
Test 294 11/06/2018 . Production
Test2 293 11/06/2018 Completed [ view || Reorder |
Test 283 11/06/2018 Completed [ view |
Test 282 11/05/2018 Production
t 281 11/05/2018 ¢ Canceled [ view | Reorder |
test 280 11/05/2018 £ Production =2
t 277 11/05/2018 Production
Test 261 10/30/2018 i  Production [ view [ Reorder |
Test 259 10/30/2018 - Canceled [ View |
Test 237 10/26/2018 i % Production View || Reorder

NV COPY CENTER

Reports WY1

Types:
You may select
from a variety of
reporting options

Accounting Reports

Select a date range and the type of report desired.
Enter any other filter criteria, then click Continue to download the report.

' 10/10/2018 i

Date criteria | Completed v

Form Number |
(excludes Order Summary, Order Recipient Details, and Chargeback)

Report | Order Summary

Start

Continue:
Once all specifications
have been selected, click
“Continue” to generate
the report. The system will
generate a CSV/excel file
specific to your selected
criteria, and output it to
your computers download
folder

Item |
(excludes Order Summary, Order Recipient Details, and Chargeback)

Paid by [All -l
(only applies to Chargeback Reports)

Include header row

| Unsubmitted (| Pending Approval
| Production (] On hold

-c 1od Completed

2 Al

Include order status

Custom Time-frame:
Specify the date range for
your report



Additional Offerings

The online copy center portal offers many more options in addition to the catalog and

custom print jobs!
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Orders Manage Files

Copy Center Hours of Operation

8:00 AMto 4:45 PM Place an Order Promotional ltems

Monday-Friday

@, Search for Items
( Entire Catalog 4

[Search Text \——'

4¢ User Tools

Hospital User Guide

Help with Ordering Wide Format

Order Paper

r
Download SurePDF Driver //' ¥
What is SurePDF? i~
View Order Histg ; j
il ]

Manage Uplg#tied Files

Reorder Uffoaded Files

Padding/NCR:
Find all your padding and
NCR media types here

Paper:
Order paper by the ream,
case, and even crate

“ Phol: (505) 272-4900
Email: unnfopycenter@unm.edu

Padding/NCR
b s

Home MyAccount Help Logout

72 Need Help?

Contact us with questions, issues,
and helpful suggestions:

Dane Smith Hall, Room 124
MSC12 7040
Phone: (505) 277-8267
'mail: unmcopycenter@unm.edu

. . Order custom calendars, holiday cards, . ealth §ciences Center
Clh_olose_lFlljs no files selected mugs, water bottles, and t-shirts. Basic Mg Sciences Bldg, Room B55
Multiple Files? SC12 7040

UNMH Fori@s Catalog

Promotional Items:
Order custom calendars,
holiday cards, and more




Contact

For Questions or Assistance With the UNM Online Copy Center
Portal Please Contact:

UNM Copy Center
Dane Smith Hall Room 123

MSC12 7040
Monday to Friday 8:00am - 4:45pm
Phone: (505) 277-8267
Email: unmcopycenter@unm.edu




