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If at any time you have questions regarding your order, please email:
copycenter@laspositascollege.edu.
Thank you.
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How to Log In

Navigate to the corresponding URL: https://laspositas.myprintdesk.net/

Click on the log in button. Then click on the Register button.
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Login X

Username *

Please enter user name

Password *

Please enter password

Remember User Name Forgot Your Password?

LOGIN

New User? Register
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Fill out all the required fields in the registration form.

Create an Account

ACCOUNT INFORMATION

Username * Password * Re-enter Password *

Enter Username Enter Pa: Re enter

PERSOMNAL INFORMATION

First Name * Last Name * Email
Enter First Mame Enter Lost Name Enter Emo
Confirm E-Mail Address Phone Number 1* Cost Center

Enter Phone Number 1 Enter Cost Center

CONTACT INFORMATION

Address Line 1 Zip/Postal Code City

Enter Zip,

State/Province,/Region

Choose Facility *

LAS POSITAS

12345678590

Please click here to choose/change your
Facility

By clicking the Submit button, you agree to
Terms & Conditions

Once you click on Submit, you will then be directed and logged onto the Storefront.
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Now that you are Logged In, you can begin to navigate throughout the site.

You can start to browse through the different product categories by clicking on the category displayed
in the top text bar above the site banner or the icons in the featured categories on the home page.

Standard Copies & Prints  Bound Books and Booklets  Specialty

Featured Categories

Standard Copies & Prints Bound Books and Booklets Specialty

Featured Products

Copuy Jobs Saddle Stitch Booklets Notepads
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Once you have selected your desired category, you can select the product you would like to order.

Standard Copies & Prints

_ =
Copy Jobs 85" x 11" Certificate Bookmarks Folded Jobs NCR Carbonless Forms

‘# — -

Notepads Postcards Posters

If you want to change or update your Profile Settings that do not come from your network log in, on
the home page, click on your user icon in the top right-hand corner and then click on My Profile.

Order History & Status
My Profile
Address Book
My Saved Files

My Saved Jobs

My Downloads

Spending Accounts Usage
Logout Buyer

Logout
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In the My Profile section, click on Edit for any field that has an Edit button next to it. Then you will

be able to change any of the information fields in your profile.

Account Information
"D Order History & Status

Username Password

& My Profile
UserTest # Edit Password # Edit

E Address Book
B My Soved Files @ Personal Information # Edit
A My Soved Jobs Nickname
* 1A Dl User Test Test

Deportment Phone Number 1
(@ spending Accounts Us.

1234567890
Print Shop # Edit
Address Current Print Shop Time

Las Positas Print Shop

Sun-Sat 24 hours
Current Print Shop Time:
10/19/2026 12:29:22 PM

1234567890

Security Answer

Security Answer # Edit

E-Mail

Phone Number 2




I

LAS POSITAS

COLLEGE

How to Order an Ad Hoc Product

Navigate to the corresponding URL: https://laspositas.myprintdesk.net/

Log in with your Las Positas account you have created through the registration process.

1
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Standard Copies & Prints Bound Books and Booklets  Specialty

Featured Categories

Standard Copies & Prints Specialty
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After you log in, click on the Standard Copies & Prints category. Then click on “Order” for the

Copy Jobs product.

Featured Categories

Standard Copies & Prints

Bound Books and Booklets Specialty

Standard Copies & Prints

e ESEE gemmun, g o
l .i #* ammmmen 'y '
Lr
LA

Copy Jobs 8.5" x 1" Certificate Bookmarks

@ Order
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Select through the drop-down to determine which options best suit your job.
Q Select your options
Finished Size
Choose ~
Choose

After selecting the options for your job, you will be in the Quick Order page. Here is where you will
choose all print and finishing options available for your print job.

Start by giving your print job a Job Name. It is best to choose a name that you can easily identify in
your order history for easier tracking and re-ordering.

Images  Job Preview Select your options C RESETFILTERS

Q

Finished Size

85X ~

85" x 11" Copy Job

B - $0.02 $0.02

.................. v FILES (0) e
__________________ Job Name * Quantity Page Count
fmEm ] Test 1 1

& Drag & Drop or Click to Upload files

Print Options.
Color or B&W
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Next, you need to upload the file(s) you want printed. Click on the Drag & Drop or
Click to Upload Files button. This will direct you to your file explorer. Click on the

file(s) you want to upload and click open.

Images

& Drag & Drop o Click 1o Upload files

| Your upload files will now be displayed within the Job Preview. l

Job Preview

Q@ |3 s

Select your options
Finished Size

| 85xn”

85" x 11" Copy Job

Unit Price Total Price

$0.02 $0.02

~ FILES (1)

Job Name * Quantity

Test 1

 ®DoosDre

F 3 Poge Standard Print 8.5x11pdf (131 MB/ 3 pages)
POF @ upload @ Conversion @ Associate

Print Options
Color or B&W

| sow

Paper/Media
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Now that your file(s) are uploaded, you can begin selecting your Print Options. Scroll down
on this page to see all the options you have for your job.

Click on each dropdown to show the print selections you can choose from for each option.

Paper/Media

Print Options
Color or B&W

B&W
Paper/Media

20% White
QOrientation

Portrait
Finishing Options
Staple

No Stapling
Collate

Collate into Sets
Other Options
Blank Pages ®

MNone

Special Instructions

@ Click the "More Options” button for other available job settings

Duplex
v Double-sided (duplex) ~
Scale To Fit @
v O Yes No
~
Drill
v No Drill v
e

20# White

110# Cardstock
204 Blue

204 Goldenred
20% Gray

208 Ivory

204 Orchid
204 Pink

204 Salmon

208 Yellow

Staple

No Stapling

2 Staples Left Side
Upper Left (slant)
Upper Left {vertical)

Upper Right (slant)

Upper Right

{vertical)
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After you have uploaded your file(s) and selected or confirmed your print and options, you can add
your job to your cart.

Click on Order. A pop-up will then appear asking you to approve selections and have reviewed your
job. Click on | agree, and your job will be added to your cart.

I have carefully reviewed and approve this job. The
producer of this job will not be held responsible for
design or spelling errors.

Cancel

For how to complete the order process, see the checkout process section towards the end of this guide.

If at any time you have questions regarding your order, please email:
copycenter@laspositascollege.edu.

Thank you.
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How to Order a Book/Booklet Product

Navigate to the corresponding URL: https://laspositas.myprintdesk.net/

Log in with your Las Positas account you have created through the registration process.

ﬁ LAS POSITAS 5 2 -
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Standard Copies & Prints Bound Books and Booklets  Specialty

Featured Categories

mEs
Z E=m

Bound Books ond Booklets

Stondard Copies & Prints Specialty
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After you log in, for this example, click on the Bound Books and Booklets category. Then click on
“Order” on the 8.5" x 11" Comb Bound Books product.

Featured Categories

Standard Copies & Prints Bound Books and Booklets Specialty

Bound Books and Booklets

.5" x 11" Comb Bound Books 85" x 11" Shrink Wrapped Books Saddle Stitch Booklets

You will be directed to the Quick Order page. Here is where you will choose all print and finishing
options available for your print job.

Start by giving your print job a Job Name. It is best to choose a name that you can easily identify in
your order history for easier tracking and re-ordering.
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mages | Job Preview 85" x 11" Comb Bound Books
$0.50

Job Name, uantit Page Count

& Drag & Drop or Click to Upload files
Print Options
Color or B&W Duplex
BEW v Double-sided (duplex) v
Paper/Media Scale To Fit @
204 white v O ves No

Next, you need to upload the file(s) you want printed. Click on the Drag & Drop or Click to Upload Files
button. This will direct you to your file explorer. Click on the file(s) you want to upload and click open.

@ Drag & Drop or Click to Upload files

Your upload files will now be displayed within the Job Preview.

Images Job Preview 85" x 11" Comb Bound Books
| - @ | 8| unitprice Total Price
I A st sos4
v FILES (1)
Job Name * Quantity
Wardiere Inc. Test 1
COMPANY
HANDBOOK T

F 8 Page Bookletpdf (163 MB /8 pages)
PDF @ Upload @ Conversion @ Associate

Print Options

Color or B&W

/8 M| Ql@]|z| m

B&W
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Now that your file(s) are uploaded,

on this page to see all the options you have for your job.

Click on each dropdown to show the print selections you can choose from for each option.

you can begin selecting your Print Options. Scroll down

Print Options
Color or B&EW

B&W
Paper/Media

20# White
Cover Options
Front Cover

No Front Cover
Other Options
Blank Pages ®

None

Special Instructions

Duplex
v Double-sided (duplex) v
Scale To Fit @
v O Yes No
Back Cover
v No Back Cover ~
o]

@ Click the "More Options” button for other available job settings

Paper/Media

20# White

204 Blue

204 Goldenred
208 Gray

204 Ivory

204 Orchid
20# Pink

20# Salmon

204 Yellow

S ———————————————

Back Cover

Mo Back Cover

No Back Cover
Leather Back
Print on Outside - Print In Black and White
Print on Outside - Print In Color

Print on Outside and Inside - Print In Block and White

Print on Outside and Inside - Print In Color
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After you have uploaded your file(s) and selected or confirmed your print and options, you can add
your job to your cart.

Click on Order. A pop-up will then appear asking you to approve selections and have reviewed your
job. Click on | agree, and your job will be added to your cart.

| have carefully reviewed and approve this job. The
producer of this job will not be held responsible for

design or spelling errors.

Cancel

For how to complete the order process, see the checkout process section towards the end of this guide.




I

LAS POSITAS

COLLEGE

How to Order a Specialty Product

Navigate to the corresponding URL: https://laspositas.myprintdesk.net/

Log in with your Las Positas account you have created through the registration process.

ﬁ LAS POSITAS Q
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Standard Copies & Prints ~ Bound Books and Booklets  Specialty

Featured Categories

Standard Copies & Prints Specialty
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Click on the Specialty category. Then click on “Order” for the Custom Size Ticket product.

Featured Categories

e, ' =
e N
= E
Standard Copies & Prints Bound Books and Booklets Specialty

Specialty

Custom Size ID Card . Custom Size Ticket

& Order @ Order
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You will be brought to the Quick Order page. Here is where you will choose all print and finishing
options available for your print job.
Start by giving your print job a Job Name. It is best to choose a name that you can easily identify in
your order history for easier tracking and re-ordering.
images | Job Preview Custom Size Ticket
@ i i /=
v FILES (0) o
Job Name * Quantity Page Count
Test 1 1

& Drag & Drop or Click to Upload files

Print Options
Color or B&W Orientation

BEW v Portrait v
Final Width and Height *

Width * Height * Units *
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Next, you need to upload the file(s) you want printed. Click on the Drag & Drop or Click to
Upload Files button. This will direct you to your file explorer. Click on the file(s) you want to

upload and click open.

& Drag & Drop o Click 1o Upload files

| Your upload files will now be displayed within the Job Preview. |

Images Job Preview Custom Size Ticket

Unit Price Total Price

$0.08 $0.08

“/ FILES (1)

Job Name * Quantity

T I C K ET Tt S 150@

F Ticketjpg (2503 KB /1 pages)
PD

F @ Upload @ Conversion @ Associate

Print Options

Color or B&W
Wl M
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Now that your file(s) are uploaded, you can begin selecting your Print Options.

For this job, you will want to type in the final size for your ticket. The new size will display in

the Job Preview.

Print Options

Color or B&W Orientation

‘ B&W ~ ‘ ‘ Landscape ~
Final Width and Height *

Width * Height * Units *

‘ 2 ‘ ‘ 5 Inches hd ‘

Must be between 2 Must be betw

and 8.5 35and 1

Images Job Preview

JICKET,
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After you have uploaded your file(s) and selected or confirmed your print and options, you can add
your job to your cart.

Click on Order. A pop-up will then appear asking you to approve selections and have reviewed your
job. Click on | agree, and your job will be added to your cart.

I have carefully reviewed and approve this job. The
producer of this job will not be held responsible for

design or spelling errors.

Cancel
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How to Checkout

Navigate to the corresponding URL: https://laspositas.myprintdesk.net/

Log in with your Las Positas account you have created through the registration process.

ﬁ LAS POSITAS ——— a -~ E
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Standard Copies & Prints Bound Books and Booklets  Specialty

Featured Categories

= N
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After you log in and have added products to your cart you will want to navigate to the shopping
cart to begin the checkout process. The cart button is in the top right side of the screen.

You can also hover over the Cart Icon to see the items you have in your cart. The checkout button
in the hover over will also bring you to your cart and begin the checkout process.

@
v C':1|:r
_ Test $0.02
: Quantity: 1
: Test $0.54
&L Quantity: 1
pr— Test $0.08
TIGRET. i§ )
e Quantity: 1
SubTotal $0.64
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The next screen will summarize your items. Please ensure the items and quantities are correct.

CART
PURCHASE PRODUCTS (3) Choose a Requested Due Date & Time = =
PRODUCTS QUANTITY  UNIT PRICE TOTAL
" m
Test
s Item Name: 85" x 11" Copy Job 1 $0.02 $0.02
m :
—
. Test
=i ftem Name: 85" x 11" Comb Bound Baoks 1 $0.54 $0.54
n
Test
- Item Name: Custom Size Ticket 1 $0-08 $0.08
m
[ € Go Back ] Clear Cart

After reviewing your items and due date, click on the Proceed to Checkout button in the bottom
right corner.

Choose o Requested Due Date & Time a

< November 2026 5

Mon Tue Wed Thu Fri Sat Sun

102
5
2 3 4 5 6 7 8
9 W M T2 T3 W 15 154
® 17 18 19 22
25 24 25 26 27 28 29 PROCEED TO CHECKOUT _>
30 108

Fri Novemnber 20 2026

12:00AM ~

Print Shop Time Zone:
{GMT-05:00) Eastern Time (US & Canada)
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The next screen will confirm the shipment method you want to use.

~ SHIPPING OPTIONS

W SHIPMENT 1

Ship To

Verify Or Change Shipment Type

Customer Pick-Up

Delivery Instructions

Enter your text here

Scroll down on this page. Verify the Account Code for your order.

~ METHOD

a Account Code

Account Code *

333100-300071-4304-499900 MANAGED SERVICES & MAINTENANCE ~
Q Search by Account Code

333100-30001-4304-499900 MANAGED SERVICES & MAINTENANCE FOR

PRODUCTION
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Once you have filled out all required fields, click on Place My Order.

PLACE ORDER -

\/

After placing your order, you will receive an order confirmation email.

You will see details about your order such order status, due date, order number, and order

summary.

ORDER CONFIRMATION

Thank you for your order!
Please remember to bring a copy of this order confirmation to the store when picking up your order.

Order Date: 10/19/2026 5:38:11 PM EDT

Order #: 34396 Stotus: User approved

As of 10/19/2026 5:38:11 PM EDT Due Date: 11/19/2026 11:00:00 PM EDT
Order placed by
User Test

Las Positas, 1234567890

Print Shop!

Las Positas

1234567890

Hours Of Operation : Sun-Sat | 24 hours

BB SHIPMENT 1
Customer Pick-Up

Address

User Test
Las Positas, 1234567890

Product Details

Item Name Qty
8.5"x 11" Copy Job 1
85" x 11" Comb Bound Books 1
Custom Size Ticket 1
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Order History and Status and Re-Ordering

Log in with your Las Positas account you have created through the registration process.

0 Navigate to the corresponding URL: https://laspositas.myprintdesk.net/
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Standard Copies & Prints Bound Books and Booklets  Specialty

Featured Categories

| B

Standard Coples & Prints Bound Books and Booklets Specialty
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After you log in, click on the User icon in the upper right-hand corner and then click on Order
History and Status.

Order History & Status
My Profile
Address Book
My Saved Files

My Saved Jobs

My Downloads

Spending Accounts Usage
Logout Buyer

Logout
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On this screen you will see all your previous orders you have placed.

In the second column, you will see the status of your order. If it has been approved, completed, shipped,

or canceled.

Re-Ordering

In the third column, on any completed orders you have, you will have a reorder link available. By clicking

on the reorder link will place the job back into your shopping cart.

Order History & Status
':l) Order History & Status

e 3 pe

f« =

(EY

Time period

My Profile
All Orders
| Address Book
Order# : 34396
My Saved Files @
My Saved Jobs
My Downloads Order# : 34302

Spending Accounts Us..

Show status Order # PO Number Sort By

All Search by Order ID Search By PO Number Order Date ol Reset

Order Date : 10/19/2026 5:38:11 PM
Due Date : 11/19/2026 11:00:00 PM

Canceled
Test
Test
Test

Order Date : 10/13/2026 2:38:49 PM
Due Date : 10/14/2026 3:00:00 PM

Canceled by Buyer
UserTest

Note: You can use the dropdowns at the top of the screen to filter through the print jobs you

have submitted.

If at any time you have questions regarding your order, please email:

copycenter@laspositascollege.edu.
Thank you.
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