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Note: The ‘Table of Contents’ are active links. To go to a specific section, click on the topic.

Within this Guide cross references are blue. To move to a section, left-click on the cross
reference.

Please note, this ‘User Guide’ is correct to the corresponding Platform at time of ‘Go Live’.
Further enhancements will be made over time, but the basic functionality will remain the same.

If ‘Process Changes’ are made, Release Notes will be made available via the Xerox Account Team to help
provide continued support.
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1 Introduction

The ‘Saint Mary’s University Catalogue’ is used to order products in a variety of formats from the online Catalogue: ‘Print
on Demand’, ‘Branded Products’, ‘Special Request’, and ‘Help and Support’.

1.1 Creating an Account for Access to the Web-to-Print Portal
To log into the catalog an account needs to be created. Follow the established process listed below.
Getting access to the web-to-print portal

Saint Mary's staff and faculty can set up access to the web-to-print portal (including formalizing the FOAPs they will be
using to charge for print services) by completing this Saint Mary's University Print Portal Registration Form. Via this form,
users register to access the web-to-print portal, identify the FOAP they wish to use to charge for their print services
orders, and have the signing authority for that FOAP approve its use.

1.2 Loggingin
Click the link provided below.

https://naocmsstore.services.xerox.com/SMU/Login.aspx

Xerox & sonvarys

SIGN IN NOW

Email

Password

D Remember my email

Forgot Password?

2026 Xerox Corporation.All rights reserved. Terms & Conditions

Enter your ‘Email’ and ‘Password’.
Click ‘Sign In’.

‘My Catalog’ displays.
Refer to section 2 ‘My Catalogue’ for details.

Prepared by: Frank Petrzala
DHCPS Saint Mary’s University Web-to-Print Portal Client User Guide Version:

2.0 Last modified on: 04/27/2026 4 of 39


https://forms.office.com/r/v0JQ9fxMva
https://naocmsstore.services.xerox.com/SMU/Login.aspx

Xe rox i % Saint Mary's

University

1.3 Log Out

Next to your ‘Username’, top right of the screen, ‘Click’ ‘Logout’ option and to exit the ‘Catalogue’.

Search Product Q

1.4 Getting Help

If you need help with the ‘Catalogue’, Please Contact Your Account Advisor at: SMUPrint@xerox.com

Prepared by: Frank Petrzala
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2 My Catalogue

[

Saint Mary's

Easy Access Links University

Xerox

A My Catalogue W Shopping Cart & Draft & My Account @ Help and Support

Search Product ~ Search Q

My Catalogue

Welcome to the Saint Mary's Web to Print
Portal.

Not sure what to do? » To get started just pick one of the tile options below. Help

Print on Demand

Branded Products

Special Request Help and Support

@ Saint Mary's
University

Got a document you need printing?
Upload your file and leave it to our
production team to print, finish and

deliver for you.

Saint Mary’s University branded
products including business cards,
envelopes and stationary products.

Haven't found what you are looking
for? You can place special or unique

requests here.

Contact for any support

2025 Xerox Corporation.All rights reserved. Terms & Conditions

ProvidedBy X@IOX"

‘My Catalogue’ is an online Catalogue for ordering standard products. The products ordered are placed in the ‘Shopping
Cart’. When all products are selected proceed to the ‘Checkout’ to place the Order.

Help is available explaining what to do at each part of the ordering process.

Before ordering from ‘My Catalogue’ for the first time, please access ‘My Account’ to enter ‘Personal information’ and
‘Addresses’ for the default shopping and billing information used in Orders.

Refer to Section 3 ‘My Account — Enter Default Information for Catalogue Orders’ for details.

At the top of each Page are ‘Easy Access Links’. ‘My Catalogue’ is highlighted by a light grey shading, as it is currently
displayed.

The ‘Easy Access Links’ available are:

e ‘My Catalogue’ for ordering Catalogue documents.
Refer to Section 4 ‘My Catalogue — Select an Option’ for details.

e  ‘Shopping Cart’ for reviewing products selected.
Refer to Section 6 ‘Shopping Cart — Summary’ for details.

Prepared by: Frank Petrzala
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e ‘Drafts’ for retrieving products saved for later.
Refer to Section 12 ‘Drafts Folder’ for details.

e ‘My Account’.
Contains: ‘Order History’ for reviewing past and current Orders which can be reordered or viewed, default
‘Personal information’, Delivery ‘Addresses’ which are used in Orders, and ‘Adhoc Order Approval’.
Refer to Section 3 ‘My Account — Enter Default Information for Catalogue Orders’ for details.

e  ‘Help and Support’ for advice and support on any part of your communications project.

Click a link to go directly to that ‘Page’.

3 My Account — Enter Default Information for Catalogue Orders

‘My Account’ is used to enter the ‘Personal Information’ and ‘Addresses’ used as default shopping and billing information
in Orders. The information entered is not available to other users.

Note: A ‘Default’ address is already setup and cannot be edited or deleted. Additional addresses can be created,
including on the fly during the ‘Checkout’ process.

My Account

Order History

Review your past or pending orders.

Personal Information

Update your personal details.

Addresses

Manage your addresses.

Adhoc Order Approval

Manage all order quote approvals here

Click the ‘My Account’ quick link.
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3.1 My Account — Work With Delivery Addresses

Xerox T Oniversiy

#A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > My Account > Addresses

Delivery Address

SMU Main Office

St. Mary's University

923 Robie Street

Loyola Residence, Room 114
B3H 3C3 Halifax

Canada

B e——

Select ‘My Account’ > ‘Addresses’ to set up or modify standard ‘Delivery Addresses’.
Click ‘Add’ [I&#a&8 to add an address.

Click ‘Edit’ to modify an address or click ‘Delete’ JLEESY to remove one.
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3.2 My Account — Add a Delivery Address

Delivery Addresses for the Companies main locations are managed centrally and automatically displayed to all users.
Other less commonly used Delivery Addresses are entered in ‘My Account’.

| 11
R Saint Mary's
bFrank Petrzalal Logout w Universitryy

>

Delivery Address

#A My Catalogue W Shopping Cart

Display Name:*

Home > My Account > Addresses

Delivery Address Person Name:*

= Ci 8
SMU Main Office @ edit | @D ompany

St. Mary's University
923 Robie Street

Loyola Residence, Room 114 Address Line 1:*
B3H 3C3 Halifax
Canada

Address Line 2:
- |

cit,.

From the ‘Addresses’ Page click ‘Add’.

Enter a recognisable ‘Display name’ to identify the address.

Note: This will be listed in the drop-down list to select an address at ‘Checkout’.
It is not available to other users or listed on Orders or Invoices.

Scroll down to enter information in the additional fields.

Note: An address needs to be set as ‘Default’. Set the address used most often as the default address. This will display at
checkout but you can change to another address as needed.

D Set as default Address

* Indicates a required field

Click ‘Submit’ to save the address.
Clicking ‘Cancel’ will leave the address without saving.
To leave the ‘Addresses’ Page ‘Click’ the ‘Back’ button to return to ‘My Account’ or click a link at the top of the Page.

Note: Additional ‘Addresses’ can also be added when placing an ‘Order’, when entering the ‘Delivery Details’.
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3.3 My Account — Add Personal Information

‘Personal Information’ is used to set the details displayed at ‘Checkout’.

Xerox & S

#A My catalogue W Shopping Cart @ Draft & My Accoun: @ Help and Support

Home > My Account > Persenal Information

Personal Information

Frank Petrzala

Email Address Phone Number FOAP
frank.petrzala@xerox.com 123456 1234 12345 1234

< Back

Select ‘My Account’ > ‘Personal information’ to enter the default information displayed on an Order.
Note: All required fields are marked with a Red asterisk (*).

Personal Information ‘First Name’ and ‘Last Name’ can be modified

‘Email Address’ is read-only and cannot be changed.

First Name*
Frank Modify/Enter ‘Department”.

Last Name* Enter ‘Phone Number’ as appropriate.
petizla Enter the ‘FOAP’ Orders will be charged to.

Email Address* Note: The ‘FOAP’ value entered autofills at checkout but can
frank. petrzala@xerox.com be overwritten when necessary.

The format is ‘AXXXXX-XXXX-XXXXX-XXXX'.

Phone Number

Scroll down to make the ‘Save’ and ‘Cancel’ buttons visible.

FoAP* Click ‘Save’ to update the information.

123456 1234 12345 1234
To leave this Page click ‘Back’ to return to ‘My Account’ or

click a link at the top of the Page.
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4 My Catalogue — Select an Option

Xerox N Unveraty
WY University
A My Catalogue W Shopping Cart & Draft & My Account @ Help and Support Q

My Catalogue

Welcome to the Saint Mary's Web to Print
Portal.

Not sure what to do? » To get started just pick one of the tile options below.

Print on Demand Branded Products

Special Request Help and Support

R Saint Mary's
v Universitry

Got a document you need printing? Saint Mary’s University branded Haven't found what you are looking Contact for any support
Upload your file and leave it to our products including business cards, for? You can place special or unique
production team to print, finish and envelopes and stationary products. requests here.
deliver for you.
2025 Xerox Corporation.All rights reserved. Terms & Conditions ProvidedBy X@IMOX"

Products are grouped with similar products. These are available via the options in ‘My Catalogue’:

e  ‘Print on Demand’
Upload a Word, PowerPoint or PDF file and send it to the ‘Print Shop’ to be produced in the specified format.
Refer to Section 5 ‘Print on Demand’ for details.

e ‘Branded Products’
Saint Mary’s University branded products. Includes business cards, envelopes and various stationery products.

e  ‘Special Request’

For items not defined in the ‘Catalogue’.

Refer to Section 9 ‘Special Requests (Adhoc)’ for details.
Click an option to list the products available for ordering.

4,1 Search

EETT

@)
Enter a product name in the ‘Search’ box and click to list matching products.
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5 Print on Demand

‘Print on Demand’ is used to order pre-defined ad-hoc prints in a variety of formats. One or more files are uploaded and
manipulated. ‘Document Properties’ are selected to define how it should be produced.

There is a variety of subcategories of document types to select from to meet your printing needs.

To check the selection and price, a PDF is created with the Specification selected. The product may be amended and then
placed in the ‘Shopping Cart’.

Note: While you select the ‘Print on Demand’ tile on the Catalogue page, the path displayed is: ‘Home >
My Catalogue > Print on Demand >’ Subcategory selected.

Xerox T Oniversiy

#A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Search Product Q

Home > My Catalog > Print on Demand > Printing/Copies

Not sure what to do ? Select a document category from the list below, then select the product you need.

@ Printing/Copies

O Bound Documents

Copies 8.5x11

=N
© Booklets ‘?-@, Product Code: 4001
© Pads ;;”1§§“ Description: 8.5x11 documents printed on white or colored
O Cards © vt paper with various finishing options
O Labels Cost: $0.02

O Tabs
O Finishing Only

Copies 8.5x14

Click ‘Print on Demand’ tile from ‘My Catalogue’.
A list of document categories is displayed.
Click the document category required to display the products available.

Scroll through the product list and click ‘Proceed’ for the product type required.

Note: ‘Finishing Only’ option - Have a document that has been printed but needs finishing? Take you documents
to the print Kiosk and input an order with the finishing requirements. (Files are not uploaded for this option.
Only the finishing options are selected.)

Prepared by: Frank Petrzala
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5.1 Print on Demand

Xerox & s

#A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > Print on Demand > Printing/Copies > Copies 8.5x11

LI R © /i nev fie -0 Specification and Price
Layout icons Price: $ 0.02
Document Properties a
Stapling
( ’ o
Contents’ Pane
Hole Punching
If ‘Page View’ is selected this displays the pages in the None v
finished product. .
Folding
If ‘Document View’ is selected this displays the files in the tone Y
finished product. Cutting
None ~
Uploaded Properties
ﬁ Refresh Preview

cD

This example is using ‘Copies 8.5x11".
A variety of files may be uploaded into the final product and manipulated in the ‘Contents Pane’.

Note: Supported files: *.pdf, *.doc, *.docx, *.ppt, *.pptx
Option of ‘Tabs’ is also available for this product. Options other than ‘Add new document’ available are dependent
on the item selected. For example, ‘Booklets 8.5x11’ no other options are available.
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Xerox T Universty

A My catalogue W Shopping Cart & Draft & My Account @ Help and Support

Home > Print on Demand > Printing/Copies > Copies 8.5x11

ob. PDFs must be made in Adobe Acrobat 5 or later.

Supported files: *.pdf, *.doc, *.docx, *.ppt, *.pptx
Printable paper size: 8.5x11

File Formats

&= o]

None v I

Folding
None 24
Cutting
None v
Uploaded Properties

Palar

Click ‘Add new document’.

Click ‘Browse’ to launch the file chooser.

Note: Only the file formats stated above can be uploaded. But many applications will save files in PDF format e.g. Excel.
Navigate to the file required and click to select it, then click ‘Open’ to confirm.

If a ‘PowerPoint file’ is selected, select the preferred view.

Note: A warning is displayed if the file’s format is different to the format selected e.g., an 8.5x14 document is loaded into
an 8.5x11 format. Select ‘OK’ to continue if required or ‘Cancel’ to upload a different file.

Your uploaded document does not fit the printable paper size.
Convert to 8.5x11, click OK to auto fit your file to 8.5x11, the printable paper size.
Remove, if you don't want to change the paper size, click Cancel to remove it.

When the file has uploaded click ‘OK’. The file is displayed in the ‘Contents’ Pane.
Repeat the process for any other files to be included in this product.

Note: When uploading multiple files, the printing will be combined for the product ordered.

Prepared by: Frank Petrzala
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5.2 Print on Demand

Xerox & s

#A My catalogue W Shopping Cart @ Draft 2 My Account @ Help and Support

Home > Print on Demand > Printing/Copies > Copies 8.5x11

Lz _= o] EEEE - e + @
Price: $0.32
Document Properties a
Stapling
None v

Hole Punching

None v
= MultiPage 8.5x1...
Folding
None v
Cutting
None v

Uploaded Properties

v

Palar

The files are listed in the ‘Contents’ Pane and will be merged in the finished product.
The ‘Contents’ Pane is manipulated by clicking the ‘Layout’ icons:

‘Document View’ Shown above. Each tile is a document with the file name displayed below and the page
| ] numbers it will occupy in the finished product displayed above.

un E.g. The first document displayed above contains pages 1 to 34 of the finished product.
‘Page View’ Displays each page with the file name displayed below and the page number in the finished

H product displayed above.

anm In ‘Page View’ a specific page may be deleted.

‘Content/Layout’ Provides a visual representation of your product configuration in PDF format. This should not
i be considered a Digital Proof.

Note: The icon for the selected layout is colored red.
Click the ‘Document View’ icon to view files in the ‘Contents’ Pane.
Click the ‘Page View’ icon to view pages in the ‘Contents’ Pane.

To move a page or document, click it and holding the left Mouse button down, move it to the required location.
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5.3 Print on Demand - Changing the Content

The files or pages can be modified using the editing icons.

l + | ‘Upload new document’
' Insert a new file into the finished product after this file or page.

[ ] ‘Delete this item’
Delete a file in ‘Document View’ or a page in ‘Page View’.

0 icon:
A CEdit
Checks the checkbox in the upper right corner of the

1-2
F document/page. At that point, you can modify the

= MultiPage 8.5x1.. ‘Document Properties’ and ‘Uploaded Properties’ as needed.

‘ Hover the Mouse over a file or page to display the editing icons and click an

| @ | ‘Preflight’
Displays the document’s properties.

5.4 Print on Demand - Enter the Specification

Xerox I Universiy

A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > Print on Demand > Printing/Copies > Copies 8.5x11

» = v XTI -o ‘e

Price: $0.32

Document Properties

»

Stapling

None v

Hole Punching

None v
= MultiPage 8.5x1...
Folding
None v
Cutting
None v

Uploaded Properties

v

The final product can be produced in a variety of formats by changing the Specification.
Select the ‘Document Properties’ from the drop-down lists to define how the finished document should be produced.

Then scroll down and select the ‘Uploaded Properties’ from the drop-down lists to define how the pages should be
produced.

Click ‘Refresh Preview’ to update the price and the Specification.
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5.5 Print on Demand - Content/Layout Check

land > Printing/Copies > Copies 8.5x11

Proof View I

Internet Browser = Chrome Display Properties [=]

Click to remove
the menu panel Touchscher IfiSeRikBar to

A tablet-like touchscreen e%gr\llgnpeepmé%?ﬂnggﬁwefdu r
business needs.

Swipa, lap. scral and pinch your way hrough lashlacusad apps wilh assa,

The  and ¥ergaLIRK lamiy L ity Ll s yau
10 conligurs jais by scraling, usL ke 3 Lbiall s inluive 0Ssign i Simpla 1o usa, ssuling in lewer
clicks la camplale 2 jab and lass Lima s panlalihe prinkr.

Tha -diivan and Lash. i ikl 1l yaur businass
prefarances by placing the apps used most front and center. And instalistion ‘wizards” make setup
lasland aasy — evan lor nan-lashnical usars — wilhaul having la call land wail ki) IT.

See how it works

Walch Lha large labisk ke inlarlaca in a=en on Cannacikiey Tazhnalogy-snabied devicas
Xerox® ConnectKev® Technology — the User Interface
Advantage

Try touchscreen simpliclty

Home

Click the ‘Content/Layout’ icon L] to open a PDF view, providing a visual representation of your product configuration.

** This is not to be considered as a Digital Proof.

Note: Hover the Mouse over the PDF to display the PDF Command bar.
The browser used for this screen shot is Chrome.

Click the ‘Cog’ icon o to display the Properties. Change the details and click ‘Refresh Preview’ to update the PDF.
. L. . 1} . HH

Exit the PDF by clicking the ‘Document View’ icon mm or ‘Page View’ iconsaa,

Make any changes and click ‘Refresh Preview’.

To proceed with the Order, click ‘Next’.
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Internet Browser = Edge

Display Properties \E

=l ¥ - Y Draw -+ & AD = <F 1

Click to temporarily display the content panel

of 11

Q) | m a o a|#|,

& Anlnluiliva Tauchscraan Inlarlaca

~ Pin toolbar

Hide all annotations

An Intuitive Touchscreen Interfac

A tablet-like touchscreen experience custom

(D View document properties

24

business needs.

Swipa, lap, =crall, and pinch yaur way lhraugh lask-lacusad apps wilh aaza.
Tha Altalink® and Yarsallnk® lamily al praducis allers lrua Lablal-ika lunclianalily thal allws yau
la canligura jobs by scralling, jusllike a Labal! lls inluiliva dasign s simpla la uss, msulling in lawar

clicks lo camplals 2 jab and lass lima spanl sl Lha prinkr.

The usar screen is app-drivan and lask-spasilic, alkawing you ko cuslamize il kb lil your businass
preferences by placing the apps used mostfront and center. And installation ‘wizards™ make setup
lasl and aasy — avan lar nan-lachnical usars — wilhaul having la call and wail lary IT.

See how it works

Walch |ba larga Lablsk lika inlarlaca in aclian an Cannaclkay Technology-anabled davicss
Xerox® ConnectKey® Technology — the User Interface

A b

v
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5.6 Enter the Order Details and Confirm the Content/Layout

Xerox & By

#A My catalogue W Shopping Cart & Draft & My Account @ Help and Support

Home > Print on Demand > Copies 8.5x11 > Finalize

Quantity *

Job Name

Special Instructions

Time Zone (6MT-05:00) EST (US & Canada) To determine an appropriate ‘Negotiated’
Service Level @  Standard 12/19/2025 05:49 date/time, contact the ‘Your Account Advisor’
O Negotiated = prior to selecting: SMUPrint@xerox.com
Requires Approval of Production Team. 8am to 5pm - Monday
to Friday as working hours

Note The Standard due date and time displayed above will update when
the order has been submitted and again upon approval if approval
is required. The Negotiated due date and time entered requires
approval by the production team. Please note that the date and
times do not include shipping from the Print Center.

Total Quantity 1

Price Per ltem $032 Note: Check this box to confirm that the
content and layout are correct.

Delivery Price Will be added to order when job is completed . . , .
Please be aware the ‘Preview’ provides

Total Price $0.32

a visual representation of your
product configuration and should

© I fiiei e e I L Proof is approved- not be considered a Digital Proof.

ITEM WILL BE PRINTED AS SUBMITTED

*Indicates a required field

W Add to cart

Enter the ‘Quantity’ required.

Enter a ‘Job Name’ to identify the Job.

Enter ‘Comments’ as needed.

Click the “Click here to view proof’ link to generate a PDF visualisation. After reviewing the Content/Layout click the ‘X’ at
the top right to close the Page and either click the ‘Proof is approved’ box or click the ‘Back’ button to change the
product.

** This is not to be considered as a Digital Proof.

Note: Clicking ‘Back’ will go back a stage so that the files may be manipulated, and additional files uploaded.
Do not click the Web Page ‘Back’ button at the top left (next to the URL).
Clicking a link at the top of the Page will cancel the product leaving it as a ‘Draft’ and display the selected Page.

Click ‘Add to cart’ to confirm the Order and place it in the ‘Shopping Cart’.
Refer to Section 6 ‘Shopping Cart — Summary’ for details.
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6 Shopping Cart — Summary

Xerox N Universty ~

#A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > Cart

I You cannot submit an order for 'Special Request' Or "Xerox Copies' product with other store products. I

Shopping cart items - to check out now

[ ] Product Code  Name Job Name
E 4001 Copies 8.5x11 Workshop Materials 13 $4.16
Iﬁ 4001
Delete Checkout S ANDARD 12/19/2025 05:57
later
Edit

Subtotal

Total:

W Continue Shopping

After clicking ‘Add to cart’ the ‘Shopping Cart’ is displayed with a summary of the products selected.
This provides the opportunity to check the Order before proceeding to the ‘Checkout’.

Note: After ‘Logout’ any products in the ‘Shopping Cart’ are available on return.

Click ‘Continue shopping’ to add another product to the ‘Shopping Cart’.

When ready to process the Order check the products in the ‘Shopping Cart’.

Click the ‘Edit’ link to amend product details.

After revising the product details click ‘Add to cart’ to return the amended product to the ‘Shopping Cart’.
Click the ‘Delete’ icon T to remove a product from the ‘Shopping Cart’.

Click the ‘Checkout later’ icon £ to move the product to the ‘Drafts’ folder for processing later.
Refer to Section 12 ‘Drafts Folder’ for details.

When all products are selected in the ‘Shopping Cart’ click ‘Proceed to checkout’ to finalise the Order.

Note: You cannot submit an order for 'Special Request' Or 'Xerox Copies' product with other store products.
‘Special Requests’ must be submitted as the only items in the ‘Shopping Cart’.
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IMPORTANT:

e [fthe order has been in the ‘Cart’ or ‘Draft’ for 30 days or longer, per General Data Protection
Regulation (GDPR), uploaded files are deleted and need to be re-added. Message displayed in the
system:

Copies 8.5x11

MarketingPlan2014

Fdit
Uploaded file(s) have been deleted due to GDPR.
Click Edit o provide a new file(s).

e ———————————————

Eb

7 Checkout - Delivery Details and Checkout Confirmation

Before the Order is completed, the ‘Delivery Address’ must be entered.

7.1 Delivery Details - Shipping Requirements

Xerox & sy

# My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > Delivery Details

Address Details Payment & Submission

Shipping

Select from My Shipping Addressess*

SMU Main Office v 32 send to Multiple Addresses

Attn: Frank & Edit
St. Mary's University

923 Robie Street

Loyola Residence, Room 114
Halifax

Canada

Nova Scotia

B3H 3C3

9025550013

Delivery Service

‘ Courier(Additional charges may apply) V‘

Courier(Additional charges may apply) |

0 Pickup at on-campus(Kiosk)

Copies 8.5x11 13

.
o B
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7.2 Address Details for Shipment
In ‘Select from My Shipping Addresses’ select an address from the drop-down list.
Click the drop-down and select the appropriate ‘Delivery Service’.

Note: Addresses are entered in, either ‘My Account’ > ‘Addresses’, or by clicking ‘Add’ to create an address.

Refer to Section 3.2 ‘My Account — Work With Delivery Addresses’ for details.

To select an alternative address already ‘Saved’ in ‘My Account’ > ‘Addresses’, select the drop-down for ‘Select from my
Delivery Address’.

If any changes are required or to view details of the Order, clicking the ‘Back’ button will return to the ‘Shopping Cart
Summary’.

Note: The ‘Edit’ button is disabled for the default address.

Refer to Section 6 ‘Shopping Cart — Summary’ for details.

Click ‘Proceed’ to continue with ‘Checkout’.
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7.3 Send to Multiple Addresses
An Order may have portions shipped to more than one location.

Click ‘Send to multiple addresses’.

&~

\ 04

Saint Mary's
University

Xerox

#A My catalogue

w Shopping Cart @ Draft & MyAccount @ Help and Support

(o]

\C4

Saint Mary’s
University

Home > Delivery Details

Address Details Payment & Submission

Shipping

Select from My Shipping Addressess*
SMU Main Office v

& Edit

>3 Send to Multiple Addresses

Attn: Frank

St. Mary's University

923 Robie Street

Loyola Residence, Room 114
Halifax

Canada

Nova Scotia

B3H 3C3

9025550013

Delivery Service

Courier(Additional charges may apply) v
Order Items

8.5x11 Bound Document 50

The ability to split the order to multiple shipping addresses displays.

Note: Splitting is only available when the ‘Units’ is greater than 1.
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Xerox & sy

A My catalogue 'w Shopping Cart @ Draft £ My Account @ Help and Support

Delivery Information

Manage Delivery Address*

SMU Main Office v

Attn: Frank & Edit
St. Mary's University

923 Robie Street

Loyola Residence, Room 114
Halifax

Canada

Nova Scotia

B3H 3C3

9025550013

Order Items

8.5x11 Bound Document 50

Quantity Address Delivery Split Remove

8.5x11 Bound Document 50 SMU Main Office v Courier(Additional charges may apply) v >4 Split Delivery

<€ Cancel Multiple Shipping option

For a specific ‘Item’:
Click ‘Split Delivery’.

Enter quantity to split

Quantity 50

g Split

Enter ‘Quantity’ for the split.
Click ‘Split’.

Note: Click ‘Cancel Multiple Shipping option’ to return to the ‘Checkout Order Summary’ Page.
To use an unlisted address, click ‘Add’ and enter a new set of address details.
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Item Quantity Address Delivery Split Remove

8.5x11 Bound Document 25 SMU Main Office v Courier(Additional charges may apply) v 24 split Delivery

8.5x11 Bound Document 25 \SMUMainomce v| ‘ Courier(Additional charges may apply) V‘

SMU Main Office

Courier(Additional charges may apply)

. .
Pickup at on-campus(Kiosk)
€ Cancel Multiple Shipping option

Click ‘Address’ drop-down to select a different address.

Note: To cancel the ‘Split Delivery’ for an ‘Item’, click the ‘Cancel’ ( &) ) icon.
After completing a split delivery, Items with a ‘Quantity’ greater than 1 will continue to have the option to
‘Split Delivery’.

Click drop-down for ‘Delivery’ to select delivery method.

Repeat for each ‘Item’ that delivery needs to be split between addresses.

Click ‘Proceed’ when ‘Split Delivery’ is complete.
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7.4 Checkout Confirmation

Xerox & sy

#A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > Checkout Confirmation

Ordered items

Name Quantity Total Price
Copies 8.5x11 13 $4.16
- 4001

Workshop Materials

Subtotal: $4.16

Payment Method: DHCP Clearing

Please enter your account information details.

FOAP* Department* Percentage*

n 123456 123412345123+ . I = 100 .

* Note: Fields identified with "*" are mandatory.

Checkout »

The products ordered are displayed.
‘FOAP’ is automatically populated with ‘FOAP’ number entered in Section 3.3 ‘My Account — Add Personal Information’.
This can be overwritten.
Enter ‘Department’.
Enter ‘Percentage of Charge’.
Note: Note: The ‘FOAP’ value entered autofills at checkout but can be overwritten when necessary.
The format is ‘XXXXXX-XXXX-XXXXX-XXXX’.
More than one ‘FOAP’ and ‘Percentage’ can be used for the order.
The ‘Percentage’ column must add up to 100.
Click ‘Checkout’ to confirm and place the Order, or ‘Back’ to make changes.

Note: Upon ‘Checkout’, an ‘Order Confirmation’ email is received.
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7.5 Checkout - Order Summary

Xerox & Sy

A My catalogue W Shopping Cart @ Draft 2 My Account @ Help and Support

Home > Checkout Complete

Your order has been received successfully.

Order number: 209981.

Check your order status under My Account > Order History.

W Continue Shopping

The Order is assigned an ‘Order number’ and sent to the ‘Print Room’ for processing. An email confirming the Order is
sent for your records and a copy is sent to the ‘Print Room’. The Order is given a ‘Status’ of ‘In Progress’.

The status of an Order may be tracked in ‘Order History’ by clicking ‘Order History’ on the ‘Order Summary’ Page or by
selecting ‘My Account’ > ‘Order History’.

Refer to Section 10.2 ‘Order History — View an Order’ for details.
Note: The ‘Reorder’ option is available in ‘Order History’ to copy a previous Order.
To create a new Order click ‘Continue Shopping’, click a link at the top of the Page or click ‘Logout’ to exit ‘My Catalogue’.

If any changes are required or to view details of the Order, clicking the ‘Back’ button will return to the ‘Shopping Cart
Summary’.

Click the ‘Edit’ button for a product to amend the requirements.

Refer to Section 6 ‘Shopping Cart — Summary’ for details.

Click ‘View order summary’ to confirm the Order and proceed to ‘Checkout’.
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8 Branded Products

‘Branded Products’ is used to order ‘Business Cards’, ‘Envelopes’, and other ‘Stationery’ products.

>

Xerox & sy

# My Catalogue W Shopping Cart @ Draft & My Account @ Help and Support Q

Home > My Catalogue > Branded Products > Branded Products

Not sure what to do ? Select a document category from the list below, then select the product you need.

@ Branded Products
T T ", SMU Business Card
Product Code: BC001
Description: Saint Mary's Business Card for Standard, Athletic

and Sobey School of Business

Cost: $37.69

gy SMU 9x12 Envelopes ‘ v

Click ‘Branded Products’ tile from ‘My Catalogue’.
Scroll through the product list and click ‘Proceed’ for the product type required.

Depending on the product, you will find:
e Drop-downs to select a value from the list
e  Free-form text fields to enter information as needed

Click ‘Next’ once the form is complete.

Enter information as required/needed.

. Click h i f .
Ensure to click the ‘ button to view the proof.

Click the ‘Proof is approved’ checkbox if the proof meets the requirements.

Note: The product will be printed as submitted. Ensure it meets the needed requirements prior to adding to the cart.
Click the ‘< Back’ ( ) button if changes are required.

Click ‘Add to cart’ to confirm the Order and place it in the ‘Shopping Cart’.
See Section 6 ‘Shopping Cart — Summary’ for more details.
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9 Special Requests (Adhoc)

This is used for ordering items that are not defined within the catalogue. Prior to selecting this item, please ensure that
you have completed ‘SMU Special Print Request Form’. This will need to be uploaded with the request.

Note: ‘Special Request’ is also known as an ‘Ad hoc’ request.

Click ‘Special Request’ tile on ‘Home’ screen.

Xerox & G
&Y University
A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support @

Home > My Catalog > Special Request > Special Requests

Not sure what to do ? Select a document category from the list below, then select the product you need.

® Special Requests

Special Request

\ \ Product Code: Adhoc
;;“;&\Qi“ Description: Special requests for non standard print items.
\q et You should complete and attach the following

form when completing this request type: “SMU
Special Print Request Form”. Once an order is
placed you will be contacted by a Document
Advisor who will supply you with a quote before

continuing with your job.

Click ‘Proceed’.
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9.1 Special Request (Adhoc) — Enter Requirements

O® Saint Mary's
‘Q’ University

Xerox

O® Saint Mary's
v Universitr;y

A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > Special Request > Special Requests > Special Request

Special Request

Quantity * E
Number of Pages
Document Size

’ N
Special Instructions Please describe your Instructions

Job Name *
Date Job Required *

Confidentiality *

Public v

items

Attach afile :

Please upload artwork or supporting files for this job. PDFs must be made in Adobe Acrobat 5 or later.
Supported files: *.pdf, *.doc, *.docx, *.ppt, *.pptx, *.jpg, *.jpeg, *.xIsx, *.csy, *.xIlsm, *.eps, *.epsf

Browse

Enter the ‘Quantity’ required.

Enter ‘Number of Pages’.

Enter ‘Document Size’.

Enter the ‘Special Instructions’.

Enter a ‘Job Name’ to identify the Job.

Enter the ‘Date Job Required’, ether manually or by clicking the calendar icon.

Select ‘Confidentiality’ value from the drop-down.
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9.2 Special Request (Adhoc) — Supporting Digital Information

Attach a file :

later.

Supported files: *.pdf, *.doc, *.docx, *.ppt, *.pptx, *.jpg, *.jpeg, *.xIsx, *.csy, *.xlsm, *.eps, *.epsf

Browse

File name: Workshop Guide.pdf ®

-
]

= .

. .

- .

. -

After selecting ‘Supporting Digital Information’, the ‘File Name’ is displayed, as shown above.

Note: ‘Supported files: *.pdf, *.doc, *.docx, *.ppt, *.pptx, *.jpg, *.jpeg, *.xlsx, *.csv, *.xIsm, *.eps, *.epsf’.
Multiple files can be uploaded at one time. If multiple specifications are required for the print job, attach a detailed
file with the information.

IMPORTANT: The form ‘SMU Special Print Request Form’ must be included.
Click ‘Next’ to place the ‘Special Request’ in your ‘Shopping Cart’.

Note: Mixed basket - Please note - you cannot submit a ‘Special Request’ (ad hoc) with other requests in the same
basket - Please save any items to drafts and submit Ad-hoc requests as single items.

Refer to Section 6 ‘Shopping Cart — Summary’ for details.

9.3 Adhoc Order Approval — Approving / Rejecting Quotations

Xerox & s

#A My Catalogue W Shopping Cart @ Draft & My Account @ Help and Support @)

My Catalogue

Welcome to the Saint Mary’s Web to Print
Portal.

Click ‘My Account’.
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My Account

Order History

Review your past or pending orders.

Personal Information

Update your personal details.

Addresses

Manage your addresses.

Adhoc Order Approval
Manage all order quote approvals here

Click ‘Adhoc Order Approval’.

Xerox NI Onversity

#A My catalogue 'w Shopping Cart @ Draft & My Account @ Help and Support

Home > My Account > Order Approval

Order ID:* |€--- ‘Users’ can use the ‘Search’ function, to find a specific ‘Order ID’.

@ Show Last 15 Orders QO Show all orders

Item ID Order Status Job Name Ordered Date Total Cost

Requestor Name

209981 56712 FrankPetrzala Pending Approval February Workshop ~ 12/12/2025 3:52:57  $127.50
Materials PM

When the ‘Xerox Account Manager’ sends back a ‘Quotation’ for an ‘Ad Hoc Job’, an ‘Email Notification’ is received.
Click the link in the email, or go to ‘My Account’ > ‘Order Approval’, if already logged in.

Find the relevant ‘Order’, by scrolling down, or by using the ‘Search’ function.
Click ‘Next’ when ready to view the ‘Quotation’.
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Xerox T Universty

A My catalogue W Shopping Cart G Draft & My Account @ Help and Support

Home > My Account > Order Approval Details

Item Details
Order ID 209981 Date Job Required 01/21/2026 15:51
Item ID 56712 Quantity 25
Product Name Special Request Price $127.50
Confidentiality Level Public
Number of Pages 40
Print Requirements R .
equwremenis are:
Document Size 8.5%11
Artwork Click to download
Comments Will commence printing upon approval
Quotation PDF No Quotation PDF

available
When no “Quotation PDF’ is uploaded by the Print Shop,
the message ‘No Quotation PDF available’ is displayed

*All prices shown are exclusive of VAT and are an estimate based on the details provided. Should there be any additional finishing, administration, or delivery costs during the completion of the
order, they will be added by the print room prior to invoice.

. -
. . .
. : ©@ Approved - ® Rejected [
L] L]
. - - .

The ‘Ad Hoc Job’ details are displayed, quoting the ‘Price’, ‘Comments’, and if added, an optional ‘Quotation PDF
available to download is received form the ‘Xerox Account Team’, originally submitted ‘Print Requirements’ and the
ability to ‘Download’ any originally submitted ‘Artwork’ or ‘Documentation’, uploaded during submission.

Check all details and either ‘Approve’ or ‘Reject’ the ‘Quotation’.
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9.4 Adhoc - Rejection Quotations - Additional Comments

O® Saint Mary's
‘9’ University

Xerox

A My catalogue

'w Shopping Cart

G Draft & My Account

© Help and Support

[

A4

Saint Mary's
University

Home > My Account > Order Approval Details

Item Details

Order ID 209981 Date Job Required 01/21/2026 15:51
Iltem ID 56712 Quantity 25
Product Name Special Request Price $127.50
Confidentiality Level Public
Number of Pages 40
Print Requirements .
Requirements are:
Document Size 8.5x11
Artwork Click to download
Comments Will commence printing upen approval
Quotation PDF No Quotation PDF

available

I Reason for rejection* I

*All prices shown are exclusive of VAT and are an estimate based on the details provided. Should there be any additional finishing, administration, or delivery costs during the completion of the

order, they will be added by the print room prior to invoice.
® Rejected

u ] - a

. . . -
L]

[ - . -

Note: If ‘Rejected’ is selected, an additional ‘Free type Textbox’ is displayed, allowing users to enter details for the
‘Rejection’.
Upon rejecting the quote, the status for the order is ‘Cancelled’.
‘Approved Orders’ will go into production.
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10 Order History

‘Order History’ contains a record of ALL your Catalogue Orders. It is used to track Orders or to ‘Reorder’.

Click ‘My Account’ and ‘Order History’ or click the ‘View Job’ link in an email confirmation.

To leave ‘Order History’ click a link at the top of the Page.

Xe rox ¥ Saint Mary's
&Y University
#A My Catalogue W Shopping Cart @ Draft & My Account @ Help and Support Q

My Catalogue

Welcome to the Saint Mary’s Web to Print
Portal.

My Account

Order History

Review your past or pending orders.

Personal Information

Update your personal details.

Addresses

Manage your addresses.

Adhoc Order Approval

Manage all order quote approvals here
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The ‘Order History’ page displays:

Xerox T Oniversty

A My catalogue 'w Shopping Cart @ Draft & My Account @ Help and Support

I Home > My Account > Order History I

Product Code, Product @
Name, Order Number,

Job Name:*

@® Show Last 15 Orders O Show All Orders

Order Status Ordered Date FOAP Details Order Cost Shipping Cost Ancillary Cost Total Cost

729981 12/16/2025 FOAP Details $31.02 $0.00 $0.00 $31.02 Reorder

10:44:56 AM

In Progress

12/12/2025 FOAP Details $0.00 $0.00 $0.00 $0.00 Reorder
3:52.57 PM

209981 Pending Approval

12/12/2025 FOAP Details $4.16 $7.95 $0.00 $12.11 Reorder
11:21:43 AM

798981 Completed

Orders have an ‘Order Status’ of: ‘In Progress’ for Orders waiting to be processed; ‘Completed’ for dispatched Orders.

Note: ‘Reorder’ is only available for 30 days as General Data Protection Regulation (GDPR) setting restricts the ability to
reorder after 30 days. The duration is determined by the Client.

10.1 Order History — Search for an Order

To retrieve a specific Order, enter one of the following search parameters: ‘Product Code’, ‘Product Name’, ‘Order

Number’, ‘Job Name:*’

Note: ‘Job Name™” is an optional field that can be populated when ordering an item. A ‘Job Name’ must be entered
when ‘Finalizing’ the requirements for it to be a search parameter.

To manually search for an Order scroll through the Order List.
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10.2 Order History — View an Order

&~

\ 04

Saint Mary's
University

Xerox

@ Draft

# My catalogue

= Shopping Cart

2 My Account

© Help and Support

(o]

A 04

Saint Mary's
University

Home > My Account > Order History > Order Details

Order ID #839981

Download order detaiII: & Download PDF

Order Details

4010
SLA: STANDARD
12/23/2025 05:54

Delivery Details

Address Product Name Quantity
Delivery 1 SMU Main Office  8.5x11 Bound 4
Document
Delivery 1 SMU Main Office  Booklets 8.5x11 30

SMU Main Office

St. Marys University

923 Robie Street

Loyola Residence, Room 114
Halifax

B3H 3C3

Phone: 9025550013

Product Name Job Name Quantity
56715 E LY 8.5x11 Bound D Special P In Progress 4
\‘ e 4007 Material
SLA: STANDARD
12/23/2025 05:54
56716 Booklets 8.5x11 In Progress 30

Operator Name

Tracking Number Ancillary Cost

$0.00

$0.00

Additional Info

$30.00 Additional Info

$5.57 Additional Info

Shipping Cost Dispatch Date Status
$0.00 In Progress
$0.00 In Progress

Total $3557

Click the ‘Order#’ (Order Number) to display the Order and details of each product required.

Note: The ‘Status’ is updated when each product is dispatched, and an email notification is sent.
Hover over the ‘Address’ to display address details.

Click ‘Download PDF’ to download a copy of the Order details.
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10.3 Order History — Reorder

The details of a completed Order are retained in ‘Order History’ for 30 days, after which, per General Data Protection
Regulation (GDPR), they are deleted.

The ‘Reorder’ link is removed after 30 days, and a new order will need to be created.

Xerox © B

#A My catalogue W Shopping Cart @ Draft & My Account @ Help and Support

Home > My Account > Order History > Reorder

Select items to Re-order

[ selectall items

Add to cart Product Name Units Price
= 8.5x11 Bound Document 4 $30.00
Ul \ 4007
\@ Booklets 8.5x11 30 $5.57
0 A= \ 4010
/

™ Add to Cart

.

Find the product in ‘Order History’ and click ‘Reorder’.
All products in the Order are listed.

Click ‘Select all items’ to copy all products to the ‘Shopping Cart’ or click the box in the ‘Add to cart’ column for each
product required.

Click ‘Add to Cart’.

Click ‘OK’ to confirm and copy the products to the ‘Shopping Cart’.
Refer to Section 6 ‘Shopping Cart — Summary’ for details.

To change product details, click ‘Edit’.

After amending the requirement click ‘Add to cart’.

Select other products to add to the ‘Shopping Cart’ if required.

11 Cancelling an Order
An Order may be cancelled provided the ‘Print Shop’ has not started to produce any of the products in the Order.
Contact the ‘Print Shop’ with the ‘Order Number’ you wish to cancel.

Note: The ‘Order Number’ is available in a confirmation email or in ‘Order History’.

Prepared by: Frank Petrzala
DHCPS Saint Mary’s University Web-to-Print Portal Client User Guide Version:

2.0 38 of 39
Last modified on: 04/27/2026



xe rox i % Saint Mary's

University

12 Drafts Folder

A
Products in the ‘Shopping Cart’ are moved to the ‘Drafts’ folder by clicking the ‘Checkout later’ icon == .

Products may be automatically moved to the ‘Drafts’ folder when a link is clicked during ordering or if the system times
out.

These may be retrieved and included in an Order.

Xerox T Universty *

A My catalogue W Shopping Cart & Draft & My Account @ Help and Support

Home > Drafts

Delete Continue Product Name Creation Date

E ’ : Copies 8.5x11 16/12/2025 15:00

Delete Edit product

8.5x11 Bound Document 11/12/2025 15:23

Click the ‘Drafts’ link to list the products saved in the ‘Drafts’ folder.

Click the ‘Delete’ icon I to remove a product from the ‘Drafts’ folder.

>

Click the ‘Continue’ icon to continue ordering the product.

Click ‘Contents’ to return to the ‘Table of Contents’.
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