
How to request a quote on 
Xerox Print Center new ordering 

system



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

Please click on the hyperlink  below
Xerox Print Center Digital Storefront

https://cosxerox.myprintdesk.net/DSF/SmartStore.aspx?6xni2of2cF2ihxA/EP43/sFp/x5L4FKl9KKCkRMntnXPHwfbYxXKSOS4IVqVxy16QPn7VDvC6XpoF5ow802ODobNpNT+Sk9P#!/Storefront


XXXXX.XXXX@sdcounty.ca.gov

cosd

your login name is your complete email address (XXXXXX.XXXX@sdcounty.ca.gov) and your password is cosd.

mailto:XXXXXX.XXXX@sdcounty.ca.gov


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

Your name here



Go to My Profile - Update your profile information



If you have not ordered in the last two years, you will have to register



Under Customer PO please enter: 999999999

Choose your 
Company from 
the drop down 
menu



To start your quote, go to Request A Quote/Custom Jobs.



Select CUSTOM STANDARD PRINTING- unless you it is an 
NCR form



Select the product from the drop down, for your orders 
select OTHER or CUSTOM 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



Your file will 
show here 
once 
uploaded

Enter job name 
and quantity 
needed

Select Provide Price Quote



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

Change 
your 
document 
size here

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. Or if 
you need multiple quantities.



Once done click on ADD TO CART

A pop up will appear, click on the I AGREE
Your order will put in your cart and you will be 
taken back to REQUEST A QUOTE / CUSTOM JOBS 
menu.



Once completed add to cart. You will be then taken back to 
REQUEST A QUOTE menu.

You will see your 
order in the 
cart. If you need 
to do multiple  
quotes, 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 that is in your profile.  If 
you need to ship to another 
location edit the address.



Finish
When you see this screen your quote is ready to be 

submitted to the Print Center.
When you get to this screen your quote has been submitted 
to the Print Center and you have completed your quote.



Emailed Quote

When your quote is complete you will receive an email with the price and a link. The link will take you to a screen like the one below. 

User Name,
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