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To access the Storefront: Printing. HWS.edu

If at any time you have questions, please do not hesitate to contact us at
printservices@hws.edu.

Thank you.
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How to Register as an HWS Employee

Navigate to the Print Services Storefront URL: https:/printing.hws.edu/

On the home page, click Login.

Featured Products

Click the orange block LOGIN USING YOUR HWS CREDENTIALS.

LTl

POSTAND
SERVICES Jini =S

L T

D e

Mon HWS Customers login below

Uzemome
Posswond

Rigenirabses Ui Mg

Hew User? Begisier
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https://printing.hws.edu/

When prompted, enter your HWS username and click Submit.

Enter your HWS network credentials and click Submit.

Pleass enler [ passwold associabid with o
Usar ID
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You are now logged into the HWS Print Services Storefront.

(!:lick here for instructions on Navigating the Sitet
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How to Register as an External Customer

c Navigate to the HWS Print Services Storefront URL: https:/printing.hws.edu/
On the home page, click Login.

Featured Products

Click New User? Register

L]

SERVICES JH =V

Non HWS Customers login below

Uzernome

Possword
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https://hws.myprintdesk.net/

Within the Create an Account screen, enter all required information and then click the Submit.

Create an Account

ACCOUNT INFORMATION

Username Password Re-enter Possword
Ent
Seoret Question Secunty Answer
‘whaot high school did you groduate from?

PERSONAL INFORMATION

First Name Last Mame Email
Eritéc First Mcime Bt Liwts: Rt i By
Fhone Mumbear 1 Title Company
Enter £
Cepartrment Cost Center

COMNTACT INFORMATION

Address Line 1 Address Line 2 Address Line 3

Zip/Postal Code City Srote/Province,/Hegion

Enter Zip stul Code Erter (ot 4

Choose Faallity

HWS PRINT SERVICES

300 Pultensy Strest

Genevio
MY

12458
IMSIE13520

changs your
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A Popup confirmation will appear sharing that an email will be sent to the address provided.

From the Popup click Get Started.

Welcome to MarketDirect StoreFront[EXTERNAL]

@ HWS Print Services <printservices@hws.com>
To

Thank you, your accownt for online copy submission has been suco=ssfully

created Ane-mal confirmotion bos been s=nt to the e-mail oddress ou

Gt Shorted

provided

Welcome Test,

Thank yo ering with MarketDirect StoreFront. Your login ID is

You are registered with the following information:

Name

Thank you,

You are now logged into the HWS Print Services Storefront.

!Zlick here for instructions on Navigating the Sit!a.
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How to Navigate the Storefront Page

Now that you are registered and logged in you can begin to navigate throughout the site.

Browse through the different product categories by clicking on the titles in the top navigation bar or
clicking the visual associated with the product under the Featured Products bar.

Note: Some of our main categories will have sub-categories associated with them.

To view those sub-categories, hover your mouse over the name of the main category in the top
navigation bar.

Once you have selected your desired category, you will see the products available. Here you can
select the product you would like to order.

SE
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To view your Order History, Order Status, Saved Jobs, change or update your Profile Settings,
return to the site homepage, click the user icon in the top right-hand corner, select My Profile.

Print Shop
My Saved Files
My Saved Jobs
My Dewnloads
Spending Accounts Usage

Logout

To make changes to your profile information: In the My Profile section select Edit Profile.

Search Product = Category ~ 8 TestUser ~ v Cart (0) -

Order History & Status MY PROFILE
Edn PrOﬂIe
Address Book
Nickname
Print Shop
My Saved Files Name
My Saved Jobs
Username
My Downloads
Email |

Spending Accounts
Usage
Security Question

Make sure to click SAVE button at the bottom of the page to secure your changes.
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How to Order an Ad Hoc Product

Click Print Your Own Documents, then choose your preferred product.

This tutorial will assume basic copies. Click Copies.

# Home @ Administration © e

SERPICRS Search Product Q
Post and Print Services

I onarr o sumicoisces

Be
|

Print Your Own Documents  Documents and Forms ~ HWS Branded Items  Mailings

Featured Products

Copies Saddle Stitch Booklets Postcards Brochures 85 x 11" Bound Book

Page 10 of 27

*
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Print Your Own Documents ~ Documents and Forms  Paper Supplies  HWS Branded Items  Mailings

& > Print Your Own Documents

Print Your Own Documents

——

Coples 85 x 11" Bound Book 85x 11" Letterhead Banners Brachures

@ BuyNow & BuyNow @ BuyNow @ BuyNow @ BuyNow

(LTI T] p—
SERVICES PRINT SERVICES
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For this example, we will be choosing Color and 8.5 x 11.

After you've made those selections, click Customize.

I o
Post and Print Services = Ca

Print Your Own Documents  Documents and Forms ~ Paper Supplies  HWS Branded Items  Mailings

Home ¥ Print Your Own Documents ¥ Copiles

Q Select your options C RESET FILTER}
Color or B&W she
. Color v 85" x11" v
8.5 x 11" Copies - Color
A——

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

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

05x11" Copies- color

T

SERVICES [l
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Next, you need to upload the file(s) you
want printed. Click the Add Files button.

In this pop-up screen, click Upload Files. This
will direct you to your file explorer. Choose
the file(s) you want to upload and click Open
within your file explorer.

8.5 x 11" Copies - Color

File(s)
*Job Name (i)
* Quantity *Pages

Print Options

Add Files

e

Upload Files

Supported File Formats

Scroll down for more

Saved Files

Once you have chosen all of your file(s),
click Upload. They will now display in the
Virtual Product Builder.

T

SERVICES [l

Upload Files

4 Convert All To PDF (recommended

Add More Files

ST AND
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Now that your file(s) are uploaded, you can scroll down for more
begin selecting your Print Options.
o Print Options
You can choose between printing your
document One or Two-Sided as well as Media A Orientation b
and Single or Double Sided. ___| Portrait
|:| Media(White 28#)
Duplex b

Single-sided (simplex

Finishing Options

. L. Staple b
Next, you want to navigate to the Finishing S i
Options section. Here is where you can select Drill b
additional services for your print job. bl
Fold b
For example, if you click on the “Fold” option, No Folding
you will have the ability to choose between No Cutting b
Folding, Half Fold, Z-Fold, Letter Fold, and Tri it
Lamination
Fold. sl e [l
o Lamination
Special Instructions
Blank Pages
After you have uploaded your file(s) and
selected or confirmed the different print Q @ B 9%

and finishing options, you can add your job
to your cart.

Click Add to Cart in the bottom right-hand
corner.

Verify that you have reviewed your
requested job by clicking I Agree on the pop

up.

Click here to view how to complete the order ‘

T
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How to Order a Customizable Product

Click on HWS Branded Items in the toolbar.
- This tutorial will use a Business Card order as the example.

Click Buy Now.

SERVICES n Search Product =}
Tt and Prise Services

VPR s o WILLE M M UL

Print Your Own Documents  Docuermnents and Ferms  Paper Supplies]  HWS Branded Items Mailings

Print Your Own Documents  Documents and Forms ~ Paper Supplies  HWS Branded items  Mailings

> HWS Branded items

HWS Branded Items

T

p
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You will be brought to the visual product builder. This is where you will enter information, or
select options for, updating the customizable product.

Start by giving your document a “Job Name”. This can be found in the top left side of the screen.
It is best to choose a name that you can easily find in your order history when you look up order
status or need to re-order.

For other items, you may be prompted for additional choices such as size, or language. Please
choose your selections carefully, as these are designed to lead you to the best version of your
print.

Business Card

JOHN A, DOE '80 P'16
Title Goes|Here

HOBART AND WILLIAM SMITH COLLEGES

300 Pliteney St H (999) 99919999
Geneva, NY 1445¢ \ 456:7890

www.hws.edu email@hws.edu

: 0
[ [Cor | eanen

Prior to finalizing your order, preview your
Business Card by clicking the eye icon in the
upper left-hand corner of the page.

T
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You are now viewing a print preview of the business card, verify all information is correct.

This is also where you can select the orientation of your business card and choose if you want it
printed in Color or Black & White.

After you have confirmed that the card is displaying the correct information, Click Add to Cart in
the bottom right-hand corner of the page.

Business Card ™ Editin Fullscreen Q Review My Job O Help X close
[y ou petails X
* Job Name o
N RE

* Quantity *Pages
100 !

Print Options

Print Options

1.5 inches
2
2
N—— ‘!’ MICHAEL E. RAWLINS '80 P'16
special Instructio "’ =

HOBART AND WILLIAM SMITH COLLEGES

seyour 2

300 Pulteney St H (999) 9999999
Geneva, NY 14456 M(123) 456-7890
winwhws. edu email@hws edu

m = " M 1 L] Q @ [ 1o0%

Save Add to Cart

Unit Price $0.06  Total Price $6.09

Clicking I Agree will add this product to your cart. Please continue to order more products or
checkout.

r of this job w

« | Agree

!Zlick here to view how to complete the order Drocess!
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How to Order a Booklet

Choose Print Your Own Documents and scroll down to find the Saddle Stitch Booklets product.

# Home @ Administration © Help
1 T] P

Post and

[C1 ZR——

SERVICES SearchProduct a

Fedtured Products

Copies Soddie Stitch Booklets

For this example, we will be using the Saddle Stitch Booklets, click Buy Now.

i
4

== \ = 4
o oy e Lo i nm—. /
'-_:_- \ -

Business Cards Cords Custom Size Stickers Custom Wrapping Paper ($30 Per Roll) Envelopes

Nopkin Inserts (4 x 6°) Postcards Posters Soddle Stitch Bocklets

T
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On this page you will be required to choose several options:
e Printed in Color or Black & White
e Booklet size (8.5 x 11 or 5.5 x 8.5)
e Whether you have a cover that is a thicker stock or the same as the rest of the booklet
e Trim style, whether your booklet has a Standard Trim Style which will have a white
border or Full Bleed, which is print to the edge.

Once you have chosen these options, click Customize.

@ Select your options C RESETFILTERS
hed
Color v 85" x 1" v
| 99.. i : =
P Plus-Cover (Heavy Stock on Cover Only) v Standard v
o =~
- o, »
- -_ S 8.5 x 1" SS Booklet - Plus Cover - Color
-

\

You will be directed to the Visual Product Builder page where you will choose all options
available for your print job.

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

8.5% 11" SS Booklet - Plus Cover - Color Q Review My Job @ Help X Close

File(s)

*Job Name o

*Quantity *Pages
1 8

Scroll down for more

Print Options

m = LN} /8 LN Q @ | 9%

Add to Cart

UnitPrice $1.11  Total Price $1.11

T

PO!
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8.5 % 11" SS Booklet - Plus Cover - Color

Upload the file(s) you want printed. Click
the Add Files button.

* Job Name 0

* Quantity *Pages
1 8

Scroll down for more

In this pop-up screen click on the Upload
Your File(s) box. This will direct you to your
file explorer. Click on the file(s) you want to
upload and click Open.

Add Files

é&a =

Upload Files Saved Files

Supported File Format

Once all your file(s) have uploaded, Click Upload Files x
Upload. They will now display in the Virtual
. Hobart Upload Doc.docx Convert To POF
Product Builder. 640 ke smve oy s Noof Page(s) | m
I Convert All To PDF (recommended

T
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Now that your file(s) are uploaded, you can
begin selecting your Print Options.

You can choose if you would like the
booklet to be printed portrait or landscape.

Review this option and select whatever best
fits what you want out of your print job.

Next, scroll down to the Cover Options
section. Here is where you can select
additional cover option.

*You can also create a blank cover by first
inserting a blank page before the first and
last pages of your document (Right click on
the booklet on the Visual Product Builder
and choose “Insert Page”)

Scroll down for more

Print Options

A C'I'IEr.'ItEItIGﬂ

Portrait

Finishing Options

f'f?" Wraparound Cover b
~  Color-Front and Back inside and...
Special Instructions
Blank Pages f

Click on Wraparound cover and choose the
type of media you would like your cover to
be printed on.

When you are satisfied with your choices,
Click OK.

O]
SERVICES |8

Cover Options
f"j Front and Back inside and outside

Weight  Any Weight ~

[ ] 1117 65# Cover

Cancel

OST AND
RINT SERVICES
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After you have gone through uploading your file(s) and selecting between the different print
and cover options, you can add your job to your cart.

Click Add to Cart in the bottom right-hand corner. A pop up will appear verifying that have

reviewed your job and approve the print. Click on I Agree, and your job will be added to your
cart.

“II POST AND
SERVICES PRINT SERVICES
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How to Checkout

To checkout, navigate to the shopping cart to begin the checkout process. The cart button is in
the top right side of the screen.

Hover over or click the Cart Icon to see all items currently in your cart. To begin the checkout
process, click CheckOut.

s P

lest User Cart

%y TEST $262

Quantity: 1

SubTotal $2.62

oo

Here you will see a summary of your selected items. Please ensure the items and quantities are
correct.

If you are submitting a personal job, uncheck the box located directly under your print job.

CART t Shop: HWS Print Services v O

PURCHASE PRODUCTS (1) Cart Total (1)

SUBTOTAL: $0.99
I Test J— .
D Item Name: #9 Rcturn En Rates o
[} For Personal Job, Please
TOTAL: $1.06
{ 4 Continue Shopping } Clear Cart

Praceed to checkout to view final order
total, including taxes, fees, shipping

PROCEED TO CHECKOUT -»

Note if you are
submitting a personal
job, please make sure
this box is unchecked.

T
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Choose a Requested Due Date and Time, the
system will automatically pick the earliest date i

. . . < January 2024 >
and time available. We reserve the right to deny
orders that don't allow for enough time to e s L
complete. 12 5
If you wish to change the Due Date, click on the n g W omooaz
calendar picker, and select a new date and time. 5 % 17 i 19 >
Note: you will only be able to select the days 2 B M 25 2
that are black, those that are grayed out are not S5 150, 59
available. O s R

02:00PM v

Once you have chosen a day and time, click
Save. Print Shop Time Zone: (GMT-05:00) Eastern Time (US & Canada)

If the contents of your cart appear correct, click PROCEED TO CHECKOUT.

# Home @ Administration ® Help
: #
SERVICES All - Search Product Q t".'sv Cart

Post and Print Services o -
TP Homant avowiLLAM swrmh couLsces
CART t HWS Print Services v 0
PURCHASE PRODUCTS (1 ) E =
@ Cart Total (1)
RODUCTS QUANTITY  UNIT PRICE OTAL
SUBTOTAL: $2.62
e TEST .
g ftam Name: 83 1" Copics - Color 1 3262 $262 v TAXES: $0.19
i T Exempt
TOTAL $2.81

Proceed to checkout to view final order total. including taxes,
fees shiooing.

| PROCEED TO CHECKOUT >

When print jobs are completed, they will be made available in the HWS Post Office. If
requested, we can also deliver with Campus Mail Delivery. By special request, we offer special
delivery. Please note any special delivery instructions in the provided box.

T
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& cART @ cHECKOUT €) CONFIRMATION HWS Print Services o

v SHIPPING OPTIONS

Cart Total (1)

BB SHIPMENT 1 SUBTOTAL $262
SHIPPING: $0.00

TAXES: $0.19
Ship To

TEST USER . 101 Main Streer, TOTAL: $2.81

HWS Off External Customers , 12

Verify Or Change Shipment Type PLACE ORDER =

Delivery Instructions

Enter your text here

~ View/Modify Items (1)

e TEST

There are two methods of payment available: Department Charge (charging to an internal HWS
account) or Pay at Store (paying cash or credit at the Post Office upon pickup).

If paying by Department Charge, please select the appropriate expense account and enter your
fund, department, and program number using the following format: 12-12345-12345.

After confirming the payment method, click on Place Order.

Vv PAYMENT METHOD

Please Select A Payment Type.

B Department Charge = Pay At Store
Account *
51010 - Paper Supplies q

Fund-Department-Program (12-12345-12345) ©

12-12345-12345

T
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pickup.

After submitting your order, an order confirmation page will show providing you details about
your order such order status, due date, order number, and order summary. You will also receive
an email confirmation and email notifications for when your order is completed and ready for

Post

W o

ORDER CONFIRMATION

0 Thank you for your order! Products (1)

Please rerember to bring a copy of this order confirmation to the store when picking up your order.
TEST

Order #: 76 Stotus: User approved or © 1/5/2024 9:29:24 AM EST Item Name

As of 1/5/2024 9:29:25 AM EST 1/8/2024 2:00:00 PM EST 85 x 1T Copies - Colar

Qu
Unit Price:
Total

(@ricoh-usa.com, HWS Off External Customers, 101 Main Street, City, VI - (US) Virgin Islands 12345, 1234567890

Print shop Payment Method
HWS Print Services
prints

du, Hobart & Williem Smith Calleges, 300 Pulteney Street, Geneva, NY - New York 14456, 3157813520
eration : Sun | Closed Pay At Store

Mon-Fri -430FM
Sat | Closed
Order Total
SUBTOTAL
W SHIPMENT 1 R
Customer Pick-Up e
TAXES
Address
Test User TOTAL

101 Main Street, City, VI - (US.) Virgin lslands 12345, HWS Off External Customers, 1234567820, carlyn.dorcas@ricoh-usa.com

Product Details

Item Name oty
85 x 11" Coples - Calor 1

Print Detoils

T

p
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Order History and Status and Re-Ordering

From the Home page, click the User icon in
the upper right-hand corner, then select
Order History and Status.

de o o

My Profile

Address Book

Spending Accounts Usage

Logaut

On this screen you will see all previous orders.

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

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

Re-Ordering

In the third column, on any completed orders you will have the option to reorder them. By
clicked reorder the print job will be placed back into your shopping cart.

@ Help &, ContactUs

Search Product = Category ~ 8 TestUser - Y Cart (0) -
My Profile Time period Show status Sort by
All Orders v All v Order Date ~ Search by Order ID “

Address Book
Print Shop Order # 76 User approved

Order Date 1/5/2024 9:29:24 AM TEST
My Saved Files Due Date 1/8/2024 2:00:00 PM
My Saved Jobs
My Downloads Order # 62 Canceled

Order Date 12/21/2023 10:11:42 AM Test
Spending Accounts Due Date 12/22/2023 3:00:00 PM Re-Order
Usage

Total Records: 2 10 PerPage ~| Page 1 of1

T
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Please do not hesitate to contact Post and Print Services at

PrintServices@hws.edu.

Thank you.

PPPPPPP
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