
How to input an order on Xerox 
Print Center new ordering 

system



Please go to www.xeroxprintcenter.com

Go to the CLICK HERE below 
County of San Diego Users 
or Place an order

http://www.xeroxprintcenter.com/


The link will take you to our new ordering system
Go to LOGIN





Under Customer PO please enter: 999999999

Choose your 
Company from 
the drop down 
menu



You will know you have logged in correctly when you 
see your name in the top right corner.

Your name here



To start your order, go to Printing Services.



Select COPIES/FORMS - 



Select PRINTED FORMS

Then click 
BUY NOW



Select the printing from the drop down, then select the 
finished size.

Then click 
BUY NOW



BUY NOW will take you to the screen below



Go to ADD FILES

Select UPLOAD FILES – this will direct you to your files 
from your computer



Go to ADD FILES

Your file will show 
here once uploaded

Enter job name and 
quantity needed



Job Specifications

Under Job Specifications, you will choose what you want done to 
your order. Your selection will be indicated in Purple. 

Under SPECIAL INSTRUCTIONS- a separate 
window will pop up this is were you will 
type in anything that you were not able to 
select in the JOB SPECIFICATIONS.



Once done click on ADD TO CART

A pop up will appear, click on the I AGREE
Your order will put in your cart.



Once completed add to cart. You will be then taken back to 
PRINTING SERVICES menu.

You will see your 
order in the 
cart. If you need 
to do more 
orders, follow 
the previous 
steps. Once 
complete click 
on cart to check 
out. 



CART
Once in your cart you will find the total for your whole order. If you need approval for your order leave in cart until 

ready then proceed with checkout.



SHIPPING

Click here

The shipping address will be the 
address you entered during 
registration.  If you need to ship to 
another location edit the address



Finish
When you see this screen your 
order has been submitted to the 
Print Center and you have 
completed your order.
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