Digital Storefront

Print Ordering Guide



Accessing Digital Storefront
(DSF)

You can access DSF at the following link:

* @ MarketDirect Storefront X et

SN O B https://cvsd.myprintdesk.net/DSF/SmartStore.aspx#!/Storefront

Welcome to the online ordering site for
the Cumberland Valley School District!

For all ordering questions, please email
SUPPORT@intelliprintsolutions.com

Click here to order supplies!

Powered by MarketDirect StoreFront v13.4.2.26730
Productivity Suite £

® 2004-2023 eProductivity Software.



https://cvsd.myprintdesk.net/DSF

Accessing Digital Storefront
(DSF)

To log in, click LOGIN at the top left.

Welcome to the online ordering site for
the Cumberland Valley School District!

For all ordering questions, please email
SUPPORT@intelliprintsolutions.com



Logging 1n via Single Sign On

Click SINGLE SIGN-ON.

Log in with your
credentials.




Placing a Print Order

To place a print order, click AD HOC — UPLOAD A DOCUMENT.

= @ MarketDirect Storefront x +

& O 8 o myprintdesk.net

# HOME %, CONTACTUS @ HELP ™ EMNGLISH (UNITEL

SHOP BY CATEGORY

Welcome to the online orderil
the Cumberland Valley Schoc

Elementary Core Curriculum ltems

For all ordering questions, ple
SUPPORT@intelliprintsolutiol

Click here to order supplies!




Placing a Print Order

COPY
REQUEST

Scroll down and click BUY NOW.

COPY
REQUEST

production



Placing a Print Order

This will take you to a page to add your file and update your print specs.

Adhoc Copy Request Q Review My Job @ Help X Close

* Job Name ()
* Quantity * Pages
1 3
Select print options
A
Media / Impressions (i)

D Media(20# White Text)

Print In Color/Sides

| Print In Black and White:Single ..

| Orientation
[ >
| Portrait
Cuttin
e 3
No Cutting
Paddin
2 3
No Padding
Fold
D
No Folding
Staple
P , >
No Stapling
oril b ke " W : o a @ [ %
No Dril

Binding

v T D UnitPrice $0.10  Total Price $0.10 m Add to Cart




Placing a Print Order

Work from the top, by adding your file. To do so, click ADD FILES.

Adhoc Copy Request Q_ Review My Job @ Help X Close

* Job Name o
* Quantity * Pages
1 3
Select print options
A
Media / Impressions ()

D Media(20# White Text)

Print In Color/Sides

Print In Black and White:Single ...

| Orientation

Al b
____|Portrait

Cutting

>

No Cutting

Padding b

No Padding

Fold

No Folding b

Staple N

No Stapling

Drill b == M W 3 I Q @« [ 63%

No Dril

Binding

v - D unit Price $0.10  Total Price $0.10 “ Add to Cart




Placing a Print Order

Click UPLOAD FILES.




Placing a Print Order

Find your file to upload, click it, and then click OPEN.

&) File Upload
« v P l This PC Documents » Training Manuals

Organize - Mew folder

B Desktop Mame Date modified

E Documents H} ~Stec Basics and Shortcuts

-:5 Office wh Catalog Uploads

l Training Manual 1] Digital Storefront Manual - 1-15-20
wE BM

wE LGH Daily Reports

gl MPR - Production Quick Doc

B Desktop wh UPMC Walkthrough

E Documents wh Xetec Basics and Shortcuts

Downloads a Xetec Walkthrough

BW This PC

Microsoft Word D...
W 3D Objects

Adobe Acrobat D...

Adobe Acrobat D...

]
L]
L]
-]
(-]
]
]
L]
L]

Music ¢l Xetec Walkthro ugh Microsoft PowerP...

B Pictures
& Videos

#= Local Disk (C:)
€ DVD RW Drive (L

File name: | MPR - Production Quick Doc Al Files




Placing a Print Order

Click UPLOAD.

Upload Files




Placing a Print Order

Name your job and fill in a quantity. These are required fields, notated
by asterisks.

Adhoc Copy Request Q Review My Job @ Help X Close
=
MPR - Production Quic... - Production MPR Workflow

A . Use Advanced Search
Advnnced search bs used fo display all joos in the

“praling” statss
Orvoa canfigued (as mdicated below) it can be set
* as your ‘Defaull Search” 50 that you will only need
Job Name . 10 use the defaut search bution maving forward A B
B - Use Default Search
Test Job Oefault ssarch is used once you have confgured & 1o
saprch 1or producton jbs
* Quantity * Pages - R[]
10 Sesnch
100 3 S — L L L m—
Crder Nama ttwen [ e
Wt name T Amowmede | Podust Type -
Production Methad [ Location Prine Queve b
Compary
Select print options o i | By T
e s hew WAL OnwenOwy 1 Horom o
. - 3 Cluiny L) Company Lacanion
Media / Impressions o e Ll T oA iy g e el
T Snipped Compiotos om Wame B pape ek
20 Ste Recipienm Name
: ; e ecobert ecaton ] Grder Gost
D Media(20# White Text) I 3 =
aper sak 2P C
Dbt Ty 3
Print In Color/Sides
/ D> B BN e
Print In Black and White:Single ...
€ -Maoving a Job to a Printed Status
A Orientation b D:‘a\;ﬂ’ﬁcﬂrcn Is ;n:cd T;“ you have confgured itto ”
saarch for productan jo 5
it i F £ £ e i
: m L v Yoo awe e
. B ouerrs Saeshen b Mt Bus . $om No 2o w  NE EBm Y
Cutting v GOkt Gt
D Ware 18208 T 1 00 o
No Cutting
Paddin 1. Select the job that you want to mark as printing complete
9 3 2 Chck the “Printed” button to show the job has been printed
No Padding
Fold
D
No Folding
Staple

No Tltap]ing H M W 2/3 B »l Q B 63%
Dri

No Drill
v Bindina _ Unit Price $0.10  Total Price $10.35 Add to Cart




Placing a Print Order

Now you want to select all of the print specifications that pertain to
your job. To change anything, just click on the text of the category.
Here we will look at the MEDIA category.

Adhoc Copy Request

e

MPR - Production Quic...

-

Q, Review My Job @ Help

¥ Close

* Job Name

Test Job

* Quantity
100

Select print options

Media / Impressions

D Media(20%# White Text)

Print In Color/Sides

Print In Black and White:Single ...

Orientation
____|Portrait

Cutting

No Cutting

Padding

Mo Padding

Fold

Mo Folding

Staple

Mo Stapling

Drill

No Dril

Bindina

Production MPR Workflow

5
g s icalied balow} il can be sel
‘Defaull Search” se that you will onty need
10 e the defauit search bution maving forwan
B - Use Default Search
Diefaul = med once you have condgured & o

€ -Maving a Job to a Printed Status.
Detautt search is used once you have cordgured ito
| warch for productn jobs

1. Select the job that you want to mark as printing completa
2 Chick tha “Printed™ button to show the job has been printed

a & @

63%




Placing a Print Order

You can select your paper option by clicking on it, and then clicking
OK. It defaults to 8.5” x 11”7 20# White (standard copy paper,) however
we have several options, should you need them.

Media
Filter Size = Any Size Weight | Any Weight
D 20# White Text 8.5x11
D 20# White Text 1117
D 20# White Text 12x18
. 20# Blue Text 8.5x%11
|:| 204 Brite Hue Orange Bond 85x11

|:| 204 Brite Hue Ultra Lemon g85x1

. 20# Brite Hue Ultra Lime 85x11




Placing a Print Order

Let’s quickly run through what each of these categories entail:

Select print options

o

| —

Print In Color/Sides

Print In Black and White:Singla ...

Orientation

Al
Fariran

Cutting
Mo Cutting
Padding
Mo Padding
Fold

Mo Folding
Staple

Mo Stapling
Drill

Mo Dril
Binding

Mo Binding

Special Instructions

Print in Color/Sides — select between single
and double sided.

Orientation — Landscape/Portrait

Cutting — Trimming or cutting your piece
Padding — Select if you want your job padded
Fold — Half-Fold, Letter and Tri-Fold options
Staple — Corner staples or two left side

Drill — 3-hole punch and several other options
Binding — Coil, GBC, Saddle Stitch, Tape
Binding and Wire Binding available.

Special Instructions — Click here and type a
message you want us to see. This is great for
if you need something we don’t have on here
or have a rush need!



Placing a Print Order

Once you've selected all your print specs, click ADD TO CART.

Adhoc Copy Request Q, Review My Job @ Help ¥ Close
File(s) Add Files
MPR - Production Quic... - Prociuction MER Workflow
A - Uss Advancesd Saarch
Advanced search |s used fo dsplay all jobs in the
“prinling” slatus
O corfgusd (38 miicaled below} il can be set
* a5 yaur *Oefaull Search” 5o that you will anly need
JOb Name o 1o use the defaut search butian maving forward A B
B - Use Diefault Search
Test Job Defauli ssarch is used once you have confgured & 1o
sasrch Tor produclion jobs
* Quantity * Pages owed @ D e
prrm—
100 3 Ep— S Dt o | Sndp Do Btars [
Crder Mama | item | Srm | o e L
Loat namme ro— Product Typa = |
Predustion Methad | Lecation Brine Queus A
P —
Select print options = O R PO
. "- :'Il\l:bl'm :::‘:M Show & sl Qn Mo Oy Hom O Hosd
PrinsBrramsd L Priaied Blestay [ Company Lecarian
il i C ing O P Enthtiamans Order Hams
Print In Color/Sides b s kel L et e e e e
Print In Black and White:Single ... b 2,:‘:,“#‘.“ :::’:‘,run
Orientation b oser sanch g
Portrait [ o
. [N - I
Cutting
P |> G «Maoving a Job to a Primed Status
Mo Cutting Cietautt search |s used once you have confgured ito
= saarch For produchon jabs
Padding -
[+ i e i
Mo Padding T st 6. palan
FOld W JBSRR Taek) 576" SHP Top
> =
Ma Folding 1. Select the job that you want to mark as printing complate
2 Chick the “Printed” button to show the job has bean printed
Staple
[
Mo Stapling
Drill
s
Mo Dril
Binding -
. > - M W 2/3 M N a @ [ 6%
Mo Binding

Special Instructions
v Unit Price $0.10  Total Price $10.35 Add to Cart




Placing a Print Order

You must check “I AGREE” on this box. This signifies your
specifications are correct and you approve this job going to print. If you
have issues or are worried about your job, we recommend reaching out

prior to placing your order, for guidance.




Checking Out

This will take you to your cart.
If you want to keep shopping, you can click CONTINUE SHOPPING.

Select the Due Date you would like your copy job completed by and
delivered to your school mailbox by.

To check out, click PROCEED TO CHECKOUT

@ Search Product w() -

CART

Due Date | WED August 9 2023 10:00 g§

Products Quantity Unit Price Total
Subtotal: £10.35
Test Job 100 $0.10  $10.35
Al Item Name: Adhoc Copy Request Taxes: 50.00
® S or e Total: $10.35
W Remove

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




Checking Out

@ MarketDirect Storefront X +

Here 1s your
shipping address T——
page. * Items are
required. Use your S

school building
address and make Cumberland Valley School Distri
sure it is properly Em—

filled out, click

save to My
Address Book so y

Osaveto My Address Book

you have 1t in the =
future an d then You must click save to proceed with checkout.
CliCk PRO C E ED Add Another Recipient +

TO PAYMENT at
the bottom of the

Powered by MarketDirect StoreFront v13.4.2.26730

O 8 o myprintdesk.net

screer.

© 2004-2023 eProductivity Software. Productivity Suite £}




Checking Out

Here you must select your BUILDING. Click the drop-down arrow, find
your building and click it.

@ MarketDirect Storefront 'Y -+

myprintdesk.net

& HOME §, CONTACTUS ~ @HELP 8 BETSYSIEG »

P

cva
District Office

‘ Eagle View o -
Green Ridge
Sh|

Payment Finish

Hamnton

How would you like to pay?

PAYMENT METHOD

Products

Test Job

@® Please select your building Item Name: Adhoc Copy Request

PLEASE SELECT YOUR BUILDING

* Select Your Building

. Subtotal: $10.35
shipping: $0.00
Taxes $0.00
Total: $10.35

S >

Powered by MarketDirect StoreFront v13.4.2.26730 Terms

© 2004-2023 eProductivity Software. Productivity Suite {3 v




Checking Out

Once you've selected your building, you can click PLACE MY ORDER.

# @ MorketDirect Storefront . [Nt
O 4 o myprintdesk.net
# HOME
=
N

CUMBERLAND VALLEY

¢, CONTACTUS @ HELP 2 BETSYSIEG ~

Shipping Payment
How would you like to pay?

PAYMENT METHOD
p

® Please select your building

PLEASE SELECT YOUR BUILDING

* Select Your Building

Storeroom/Facilities v

4= CONTINUE SHOPPING

Powered by MarketDirect StoreFront v13.4.2.26730
® 2004-2023 eProductivity Software

3

Finish
Products
Test Job
Item Name: Adhoc Copy Request
Subtotal: $10.35
shipping: $0.00
Taxes $0.00
Total: $10.35

Tellns & CONAIUONs

Productivity Suite £ v




Order Confirmation

Once you’ve placed your order, you will be taken to an order
confirmation screen. If you don’t get this screen, you have not placed
your order!

] @ MarketDirect Storefront X +

O 8 o n wsd.myprintdesk.net/DSF/S

Shipping Payment Finish

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 # Status: Order Date: 8/2/2023 7:48:31 PMEDT

131166 User approved Due Date: 8/9,
As of B/2/2023 7:48:32 PM EDT

Products

Test Job

Item Name: Adhoc Copy Request

Betsy Sieg
bsieg@intelliprintsolutions.com
Cumberland Valley School District Payment Method:
207 Lynndale Court Accounting Codes
Suite A
Select Your Building
Mechanicsburg
PA - Pennsylvania Storeroom/Facilities
17050
United Stat
nited States Subtotal $10.35
7175580363
shipping $0.00
T 0.00
SHIPMENT 1 aes s
IPS Courier Total $1 0.35
ADDRESS
Betsy Sieg
207 Lynndale Court
Suite A

Mechanicsburg hd




Order Status

Now that you've successfully placed an order, you can refer to your

order history at any time. This is very similar to Amazon or other

online retailers. To see your placed orders and their statuses, click

your name at the top of the screen, and click ORDER HISTORY &
STATUS.

h & MarketDirect Storefront x +

(&) U E] O https://cvsd. myprintdeslk.net/D5F/SmartStore.aspx?CultureName=

t, CONTACT Us @ HELP M EMGLISH (UNITED STATES) - 8 BETSYSIEG »

ORDER HISTORY & STATUS
@- Search Product -
T
CLMaE NI’:.\:J:.I.I Y

ADDRESS BOOK

Welcome to the online order "=~

SPENDING ACCOUNTS USAGE

#4 HOME

SHOP BY CATEGORY

Ad Hoc - Upload a Document the Cumberland Va"ey SChC

Elementary Core Curriculum [tems

For all ordering questions, please email
SUPPORT@intelliprintsolutions.com

LOGOUT



Order Status

Here are your jobs that you've placed. If you ever have any questions
regarding a job, refer to your order number here to provide it to us
when reaching out.

=y @ cvsd.myprintdesk.net/DSF/Sm:= X -+

r\/‘J EJ Sad myprintdesk.net

M HOME &, CONTACTUS @ HELP M ENGLISH (UMITED STATES) « 3 BETSYSIEG -

CuMBE
Scroo

Order History & Status ORDER HISTORY & STATUS

My Profile

‘V-’ Search Product w(0) -
AL II‘N‘I':!.\I: LEY

Time period Show status Sort by

Address Book All Orders v All v Order Date v Search by Order “

My Saved Files

Order # 131166 User approved
Spending Accounts Usage Order Date - B/2/2023 7.48:31 PM Test Job
Due Date : 8/9/202310:00:00 AM

Total Records: 1 10 Per Page w Page 1 o |0f1




If you need to reach out to us, please email us
at:

SUPPORT@INTELLIPRINTSOLUTIONS.COM

¢ p)
—
+
)
v
+
-
@)
@,
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