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For questions, please email docsource@southeastern.edu




Link to Site

https://Ishopdocsource.southeastern.edul/internal/

How to Use This Site

The Southeastern Louisiana University “Shop Doc Source” storefront has been created to provide an
easy and simple platform for ordering items from The Document Source Print and Mail Center.



Creating a Profile

1. Go to https://shopdocsource.southeastern.edu/internal/

2. Log in with your school credentials

Google
Signiin
Use your Google Account

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more



Select a tab

3. The tabs/categories will be on the left side.
For the purpose of this demonstration, we will select Business Card.

4.
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Catalog:

Custom Orders
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Standard Rack Cards 4" X 9"



Select a quantity and price

5. Click on the dropdown menu and select a quantity and price.

6. Click the Add button
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Catalog:

Custom Orders B
JvuthS:mD‘v o

Business Cards
Stationery
Stamps

¥ Bulk Paper

Business Cards

‘ 100-$18.00 v /

You have no items in
your order




Fill out item form

Fill out the form on the left side.

~

8. Your proof will update on the right side as you populate fields.

9. Click checkout when done.
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Configure ltem

Profiles Business Cards

[Winburn, Chester v

Front of Card

Name and Title

First Name:
Chesti .
[Chestor ) @ Chester Winburn

Last Name: R

[Winb ‘ Southeastern Louisiana University
inbum chester.winburn@southeastern.edu

Credentials:

Title:

Title 2:

Address Information:

Department Name: l Isi

souTEASTERY

SLU Address:
(i.e. SLU 12345) Back Side 3
Checkout »

Street 1:



Accept Your Proof

10. Check the box if you agree
11. Click Accept Proof

shopdocsource.southeastern.edu

Provide con of this proof.

L) 1am responsible for all costs applicable

for this order and approve the exact layout shV

Accept Proof »

E Chester Winburn

Southeastern Louisiana University
chester.winburn@southeastern.edu

SOUTHEASTERN

LOUISIANA UNIVERSITY

southeastern.edu




Shipping & Billing Information and address

12. Enter the billing information
13. Enter Need By Date Information
14. Enter your contact information

15. Click Review Order

c O shopdocsource.southeastern.edu
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HOME MY PROFILE & (1) LOGOUT |BENDITZ

Please Select Quantities for your Items:

Item aty Remove Edit
Business Cards (Winburn, C) 100-$18.00 w [m] edit

Add More Products

Requestor Information:

Your First Name:

:
Your Last Name:
Your Email Address: |jbenditz@pagedna.com

Billing Information:

Order Pickup Information:

We Will Email When Your Order is Ready for Pick Up v |

Need By Date:
The Document Source team takes pride in providing fast turnaround times. However, please consider
that we receive multiple requests for print jobs daily and you must allow for proper production time.
Submit your job request well ahead of the needed date. Faculty requests for printing test is a pri
and will be completed as such. If you have questions or require special completion ti

R —

Contact Information:

Attn: [Jon Benditz
Department |Accounting & Finance

Building

Room Number

[

Phone:

Comments:
(optional)




Send Order

16. Review your order
17. Click Send Order
18. You will receive a confirmation email

with your order details.
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Review Order:

Your order is not yet complete. Following is a summary of your order.
Please verify all information carefully, then click Send Order.

Item Qty Price
Business Cards (Winburn, C.) 100 $18.00

Total Price: $18.00
Bill To:

Budget Code: 10001

Ship To:
Method: We Will Email When Your Order is Ready for Pick Up
Attn:  Jon Benditz

Company: Accounting & Finance

Mail Stop: 1234
Address: 4321

Phone:  555-555-5555
Item Proofs:

Business Cards (Winburn, C.)

@ Chester Winburn

Southeastern Louisiana University
chester.winburn@southeastern.edu

SOUTHEASTERN

LOUISIANA UNIVERSITY

southeastern.edu
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m Send Order »



