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Step 1: Log in

Note: Images in this 
document may vary 
slightly from site

Log in:
You will be redirected to the 
Online Portal home page



Page # 4
Rev. 08/23/2023

Step 2: 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.

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

details page

Contact Information:
Input your contact 

information

Shipping Information:
Input your shipping address

Email Options:
Set your email 

preferences for job 
notifications
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Step 3: Custom Orders
To order print jobs begin at the home page with “Upload a File”.

Click to browse and locate your file 
or drag and drop with the upload a 

file icon

Print settings such as paper choices, black and 
white or color printing, binding options etc. will be 

discussed in the cart section of this user guide
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Step 4: Cart: Basic Overview
From the cart page, follow the steps to select your printing and shipping options.

Print Options:
Select this button to change your

paper, size, color, bindery, and many 
more options
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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.

Document Preview:
The software will provide a dynamic preview 

of how your job will print.

 **Please be aware, what you see is nearly a 
perfect interpretation of what will be printed

Choose Finishing Options:
These range from binding (plastic coil/

staples), folding, and other for options you 
may not see in the other sections. Please 
type your special requests into the special 

instructions page of the cart

Refine Print Options:
You can choose your paper, output (B&W, 

Color), covers, plex 
(one/double sided), scaling etc. For custom 

paper sizes/custom jobs, please enter
 special instructions on the main cart page or 

at the bottom of this section.
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Print Options: Special Pages

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”
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Cart: Overview Continued

Special Instructions:
Please use this area to relay any print option 

relevant instructions. The print staff will do their 
best to print to your exact specifications. It 

should be left blank if no additional instructions 
are needed.

Enter Quantity:
Please enter a quantity 

greater than 0.
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Shipping/Billing Information
Please verify and change your shipping information as necessary. Default values can 
also be changed in the “My Account” page.

Shipping Method:
Select from the various shipping 

method options

Requested Delivery:
Select the timeframe you would like 

your order shipped by. This will affect 
your delivery estimate date

Billing Information: 
Enter the appropriate information 

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

Cost Details:
Select the “Order Estimate” to see an 

itemized breakdown of the cost for this 
order
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Submitting Orders
Once you have finished configuring your item, you may place your order or continue 
shopping.

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
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Order Confirmation
Once you have arrived at this page your order has successfully been submitted for 
approval. You will receive an email confirmation from 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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Step 5: Order History
Scroll to the bottom of the page to view various other icons such as order history, 
previously uploaded files, and this user guide. Within your Order History, you can 
reorder past jobs and the system will keep the job specifications for you in a new cart 
so that reordering is seamless.

View Order 
History:

Select this option to see your 
previously submitted jobs

Note:
Files do expire and may 

need to be re-uploadedthe 
original order

Reorder:
Files may be re-ordered. The 
system will configure your job 

exactly as it was submitted 
previously. The print/shipping 
options will all be the same as 

the original order
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Posters and Banners
The online copy center portal offers many more options in addition to the catalog and 
custom print jobs!

Posters/Banners:
Upload your file to this icon

Request a media: 
Select “Preview/Change 
Options, then click paper 
in the left hand column. 

Select “Any” from the size 
dropdown to view

 all medias. If prompted, 
enter the desired size of 
your poster or banner.
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Other Features

Variable Documents:
Request business cards, letterheads, 
NCR documents, or school labeled 

envelopes
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Contact

For Questions or Assistance With the 
Print Portal Please Contact:

Email: printandmailservices@philasd.org
Phone: 215-400-4770


