WPUNJ Print Services

HOW TO: Submit a print request for copies of
Evaluation Forms for Tenured and Non-Tenured Faculty

1. Access the WPUNJ print services job submission site and login using your WPConnect username
and password: https://printservices.unv.campus.wpunj.edu/

You can also Log into WPConnect and Select Employee Apps/General Info/Print Services Submittal Form

WPU Print Services Hours Login
Welcome to Print Services, your home for high quality Printing and Copying M-Th 9am-6pm Please use your William Paterson
services. F: 9am-4pm username and password to

log in below. n
Are you new to our Online Printing Services? E
Click on the Getting Started link below. It includes important information on logging =
in to our site and identifies the minimum requirements for your computer.
Read our Getting Started tips Account WPU [~ |

User ID | |
Password

2. Select GO from the Search Catalog menu:

UNIVERSI

Orders Manage Files

Contacts Reports W CART[O0]

PRINTING MADE EASY

ering from Print Services has never been easier. Upload a File from your desktop,
search for personal items in My Files or search the Catalog.

Upload A File

To submit a SurePDF open the document.
Select file/print WPU_Print_Servic

My Files
Search your personal file cabinet for items
to order.

from the printer menu and select
OK. Your file will transfe,
1o your cart.

par

Advanced Search Advanced Search

Multiple Files?

© 2001-2014 Rochester Software Associates, Inc. All rights reserved.

Special Orders
Order custom prints from a hardcopy. CD-
ROM, etc.

3. Select FORMS then DEFAULT:
4. The Evaluation Forms will appear within the catalog

NOTE: Select Purple for Non-Tenured and Green for Tenured
5. Select the quantity you desire and click on add to cart
6. Then click on y0ur cart to checkout ’

Contacts Reports

Orders  Manage Files

Select Items

Add items to your; :cart by entering quantities and ::I|ck|ng Add to Cart.
For template docgiments, click Configure to set up the: template and add it to your cart. All items with gquantide

(e added to your cart first.

" CART[0]

APPROVALS | i}

Home > Catalog > PoR
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WPUNJ Print Services

HOW TO: Submit a print request for copies of
Evaluation Forms for Tenured and Non-Tenured Faculty

7. Specify the deadline and delivery information here:

\
Y/ cart
Select print options, quantity per recipient and billig information. Click Place Order to submit your order. CartID 3787
Provide an optional name for your order. Order Estimate $9.30
Naming your order can be helpful for reordenng.
\
tem 1 \
T = | General Purpose Answer Sheet Price $0.09

2 Pages

\
Print Color, 2-Sided, ite - 20# Text - 8.5x11
g Preview Document
\

Enter special instructio S TTETIT. \ O vaidewmg my order.
<
Shipping Information

I 'would like my order shipped by: Wednesday, February 03, 201 Nate: Only dates when the print center is open may be selected.

uanity

Laurie Nyulassy /" Selecta Shipping Method:
Technology Services Hold for pickup “ | Pick up during business hours
Job Title
Technology Services Delivery Estimate:
300 Pompton Road
Wayne, select Thursday, February 04, 2016
select Enter shipping instructions for this recipient
1 General Purpose Answer Sheet 100

Billing Information

Laurie Nyulassy Ve Order Estimate $9.30
Technology Services Click the price fo view the cost details

;ob:rﬂem servi Select Billing Codes for Payment

echno Ces

300 Pompton Road FOAP Number * Looki
e ton Roa | /' (|
select Enter billing instructions for this order

Start a New Cart Continue Shopping Place Order

8. Click on lookup and enter Information Technology in the Dept. name field (as listed below).

N\
(ED eS| |
Enter the FOAP (no spaces) 1 /v |

or Dept. name Informaj,on’ﬁe::hnnlngy |
4

Account Code Lookup

Flease enter s filter selection and click Seagat |

9. Click Search and sélect Information Technology for billing. It will then populate the appropriate
FOAP in to the billing code field here. Select Place Order

[ iting nformation

Laurie Myulassy Va Ovder Estimate §0,30
Technology Services Ciick e pricw 10 v e 005! Gededs
Job TRiE Select Billing Codes for Payment
Technology Services
e x\
!

(G=))

10. You will receive a confirmation of your order both on the screen and via email. If you need to
make changes to your order please email Gerry Vandepolder VandepolderG@wpunj.edu




