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Digital StoreFront Is now accessed via the website dsf.sbcsc.k12.in.us/dsf

Enter the website and log in.

If you are new to Digital StoreFront or need a change made to your access, need help with a
password, etc. please contact Mindy Valentiny at mvalentiny@shcsc.k12.in.us or call 393-6083.

FEATURED FRODUCTS

P&

BUY NOW BUY NOW BUY HOW BUN MOW

3.3X 8.5 BODKLET 8.3%11 BOOKLET BEW PRINT REQUEET COLOR PRINT REQUEST

Thits its for BEW print jobs ony. Thits is for Color print pobs only.

NCR

This is for multi-part NCR jobs only.

Once you have logged in to Digital StoreFront you will see the screen with your print choices,
Click the BUY NOW button for the type of item you want printed.

For this tutorial | will choose B&W PRINT REQUEST, the following images will show the
choices that you will see with the B&W request. The process for BOOKLET, B&W, COLOR
and NCR are the same, however the choices available to you will very.

* B&W PRINT REQUEST and COLOR PRINT REQUEST refer to the ink used to print your
request, not the paper used.


http://dsf.sbcsc.k12.in.us/dsf
mailto:mvalentiny@sbcsc.k12.in.us

Click the Add Files button

B&W Print Request

@ Help % Close

Files Add Files

*Job Name [}

* Quantity *Pages

1 3

Print Options

D Media(20# Whits)

Duplex
P g | [
Single-sided (simplex)
Staple
! 3
No Stapling
Booklet
[
No Beoklet
Bindin
d 3
Mo Binding
Collate
ap b
Cellate inte Sets
Drill
>
Ne Drill
Fold
>
No Felding
Paddin,
g 3
No Padding

Special Pages

Special Instructions

Job Summary

Files:
Pages:
Quantity :
Media :
Duplex:
Staple :
Booklet :
Binding :
Collate :
Drill :
Fold :
Padding :

Special Instructions :

Unit Price  Total Price

3

1

20% White -> Fit content to paper (no)
Single-sided (simplex)

No Stapling

No Booklet

No Binding

Collate into Sets

No Drill

No Folding

Mo Padding

When you see this window choose the option that allows you to select your print file

Add Files

3

Upload Files

*®

*

~g

Dropbox

Supported File Formats

€

Google Drive

Cloze




£

Upload Files Allows you to browse your computer to find a saved file to be printed

L N}
=
Saved Files Allows you to access items you have sent to the Print Shop, and saved, within
the past 180 days
Other Allows you to create an off line print shop request, for files you send in
separately. Such as, a hard copy in an envelope
3
X 2
Dropbox Allows you to access items in Drop Box

e

Google Drive Allows you to access items in your Google Drive

Picasa Allows you to browse Picasa for files



For my example, | have chosen Upload Files, and have browsed to and selected my print item. If
this is an item that you expect to reprint soon, and without edits, choose: Save To My Files. You
also have the option to add more files if you wish. Click the Upload button when you are done.

Upload Files b4

Digital Storefront profile.doc
28.00 KB Save To My Files No of Page(s) ]
)

Add More Files Upload




Once your item conversion has completed successfully, you again have the option to Add More
Files or just press the Done button

In this next window you need to name your job, choose the number of copies to be printed and
the print options you wish for your print request, additionally you have the options of Special
Pages and Special Instructions at the bottom of the Print Options Menu.

You would use the Special Pages option to request any special choices that pertain to pages that
should be printed differently from the rest, such as: Print fist page on canary yellow paper and
the rest on white. Use the Special Instructions to give the print shop additional information
concerning your Print Request such as: Call me at 222.1234 if you have any questions about my
order.

When you have made all your selections press the Add To Cart button.

B&W Print Request @ Help % Close
Files Add Files Job Summary
Digital Starefront profi... hd Files: Digital Storefront profile.doc

Pages: 1
*Job Name (i)
Test Joh Quantity: 100
ia: 20# White-~Fitc (no)
* Quantity *Pages Media: 20# White-=Fit content to paper (no)
100 1 Duplex: Single-sided {simplex)
Staple: Mo Stapling
Print Options Booklet: No Booklet
i D Media(20# White) Binding: No Binding
Duplex b Collate: Collateinto Sets
E Single-sided {simplex)
Drill : Mo Drill
Staple D
o Stapling Fold: Mo Folding
Booklet
» P
Mo Booklet Padding: No Padding
Binding b Special Instructions :
No Binding
.. Collate
E Collate into Sets v
Drill
Mo Drill b
Fold
) P
No Felding
Padd
accm.g b
No Padding
Special Pages
Special Instructions

UnitPrice  Total Price Add to Cart




In this window you can elect to CONTINUE SHOPPING, CLEAR CART (to start over) or
PROCEED TO CHECKOUT. If you are happy with your order Press the PROCEED TO

CHECKOUT button.
Search Product w() -~
CART
DueDate  THU February 252016 10:30 (5 Selected Print Shop
Products Quantity Proceed to checkout to view final order total, including
Test Job 100 taxes, fees, shipping.

@ Item Name: B&W Print Request

W Save for later

i Remove

4= CONTINUE SHOPPING PROCEED TO CHECKOUT -




On this next page make sure that your shipping information is correct and then press the

PROCEED TO PAYMENT button

Srigging
Selectashipping address & shipping options

SHIPMENT 1
SazmammamsEoremT TR
Courier I:‘

ADDRESS

*Frst Hame=

Ronda

#Lact Name:
Randt

#dddress Lin=1:
2155 5t Jasegh

Addrace Line 2:
Address Lin=3:

*City:
South Bend

# State'Frovinoe/Regior
IN - indiana El

* Tp/Postal Code

46601

Counmtry:

United Statac El

Phone Humber 1=
5742838322

Company:
EBCEC

Emmaik
rminenfisbosc k12 nus

Delivary Instructions

D.Sa-e'.-: Wy Address Book

You mmeust click save to procsed with chedrout.

A= CONTIMUE SHOPPING

Paymand

Products
Tast bob

I Hame BEW Print Request

PROCEED TO REYMENT -



On this page you will add your account number then press the PLACE MY ORDER button

LCONTACTUS @ MES 8 FDNDARANDT .

Paymant

Howwould you like to pay?

123456723

4= CONTINUE SHOFFING

The next page you see is the Order Confirmation Page. Print the confirmation and give it to your
Director if your order requires approval.

Please note that any submitted request that sits unapproved for five days, will be deleted. If the
job was a necessary one, it will need to be resubmitted

° °

Order Confirmation

Thank you for your order!

6950 Approval required

Aacf 2T IR AMUSEST

123456789

4= CONTINUE SHOFFING




