How to request a quote on
Xerox Print Center new ordering
system



Please click on the hyperlink below

The link will take you to our new ordering system
Go to LOGIN
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your login name is your complete email address ( ) and your password is cosd.

Login

User Name

XXXXX. XXXX@sdcounty.ca.gov

Password

cosd

L) Remember User Name

- Forgot Your Password?

Mew User? Register



mailto:XXXXXX.XXXX@sdcounty.ca.gov

You will know you have logged in correctly when you
see your name in the top right corner.
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Go to My Profile - Update your profile |nformat|on
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If you have not ordered in the last two years, you will have to register

Login

User Name
Password

L) Remember User Name

Forgot Your Password?
New User? Register -




CREATE AN ACCOUNT

Contact Information
First Name

Account Information

Last Name * User Name

* Email

Phone Number 1

* Re-enter Password
Phone Number 2

ret Question

What high school did you graduate from?

Choose your
Company from
the drop down

menu By clicking the Submit button, you agrae to Terms and Conditions

¥ Security Answer

Agricuhure, Weights & Measures

Address Line 2

mer PO Under Customer PO please enter: 999999999




To start your quote, go to Request A Quote/Custom Jobs.
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Select CUSTOM STANDARD PRINTING- unless you it is an
NCR form

% HOME ¢, CONTACT US @ HELP ™ ENGLISH (UNITED STATES) « 2

All Categories CUsSTOM JOBS

Printing Services

Custom Jobs

IM THIS CATEGORY:

BLUY NOW

CUsTOM MCR FORM CUsSTOM STANDARD PRINTING CUsTOM WIDE FORMAT PRINTING DESIGN OMNLY

Please indicate in the special instructions,
which designer you are using, if known.




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

Custom Standard Printing Custom NCR Form

Item No.:

Turn Around Time: 10 (Day)

Reset Filters

Product: Other

Product: Custom Small Format

Continue Shopping

Then click
BUY NOW




BUY NOW will take you to the screen below

Custom Small Format Q_ Review My Job © Help ¥ Close

Files

* Job Name

* Quantity
1

Job Specifications

Finished Size

Quote Required

Ne Price Quote Required
*Graphics Provided

File Manipulation Required

sayau 44

Proofs

Digital

Printing

Print in BEW: One Side
Outside Stock Type
Bond / g:Copy / Multiuse
Outside Stock Finish
Smogth (Uncoated)

Outside Stock Color

Outside Cover
No Cover
Outside Numbering

Mo Numbering

Collate

Do Not Collate
Outside Folding m
No Folding

Outside Drilling

Mo Drillinn

[ Unit Price $0.00  Total Price $0.00




Custom Small Format

Files

* Job Mame

* Quantity
1

Job Specifications

-

Finished Size

ote Required

e Numbering

Mo Mumbering

Go to ADD FILES

Add Files

a2 &

Upload Files Saved Files

d File Formats

=/

Other




Custom Small Format Q_ Review My Job @ Help % Close

* Job Name i ] EnterjOb name

_ Your file will
and quantity o K
* Quantity needed

: once
uploaded

Job Specifications

Y

Finished Size

sayour Lk

Quote Required

Provide Price Quote

? aapiics Plodided P No Price Quote Required

Graphics are Print Ready Mot shown in preview

Request Proof D O Provide Price Quote
No

451, Mailing list

e P : .

 Mailing st Select Provide Price Quote
[ Printing
ﬂ Print in B&W: One Side

Outside Stock Type _
Bond / Writing:Copy / Multiuse ! Q @ H

Outside Stock Finish

Smooth (Uncoated) Unit Price Requires Quote  Total Price Requires Quote “ Add to Cart

b @ Learn more about these options.

57%




Job Specifications

Fs

Finished Size

Quote Required

Mo Price Que Required

» *Graphics Provided

Graphics are Print Ready
Request Proof
Mo

A4=n, Mailing list

=l Mailing list

Printing

Print in BEW: One Side

Outside Numbering
Mo Mumbering
Outside Folding

Mo Folding

dinding
ide Drilling
Mo Drilling

ide Stapling

Outside Padding
Mo Padding

Change
your

document
size here

Outside Perfing
No Perfing
Outside Lamination

Mo Lamination

Cutting

Mo Cutting

Tabs

No Tabs
Slipsheets

Mo

Call to Discuss
Mo

Special Pages

Special Instructions

Job Specifications

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

Special Instructions

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 | 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.

. :
Xerox You will see your
All Categories order in the
Jl Categories CUSTOM JOBS
Printing Services Ca rt- If yOU need

to do multiple

guotes, follow
CUStom JObS the previous
steps. Once
complete click
IN THIS CATEGORY: on cart to check
out.

BUY NOW 2 : | BUY NOW

CUSTOM MNCR FORM CUSTOM STANDARD PRINTING CUSTOM WIDE FORMAT PRINTING DESIGN OMNLY

Please indicate in the special instructions,
which designer you are using, if known.




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.

Search Product

Delivery Date | FRI August 11 2017 11:30 g5

Products Quantity Unit Price Total
Subtotal: Requires Quote

Test 1000 Requires Quote Requires Quote
[tem Name: Custom Small Format
Turn Around Time : 10 Days W Save for later TOtEII' ReqUirES Quote

Turnaround time does not indicate the shipping date i Remove

*Estimated Taxes: 30.00

Tax Exempt
Proceed to checkout to view final order total, including

taxes, fees, shipping.




SHIPPING
& 2 3

Shipping Payment Finish

Select a shipping address & shipping options The Shlpplng addreSS WI” be the

@ *ALL ORDERS REQUIRE A MINIMUM CHARGE OF $25. If your order is less than $25 a minimum fee will be added to total. Products address that IS IN your proflle. |f
S Test you need to ship to another

Item Name: Custom Small Format

g ay  unneree ot location edit the address.

Deliver to Location

1000 Requires Quote Requires Quote
ADDRESS

Add from Address Baok Subtotal: Requires Quote
First Mame:
*Estimated Taxes: $0.00

Total: Requires Quote

Delivery Instructions

Address Line 1:

7585 Convoy Ct

Address Line 2: 1 Save to My Address Book

o

You must click save to proceed with checkout.

City:
San Diego

State/Province/Region:
Ca

Zip/Postal Code:

92111 4 CONTINUE SHOPPING PROCEEDTOPAYMENT %

Phone Number 1:

(858) 650-0818

Company:

Xercx Print Center

Email:




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

When you see this screen your quote is ready to be
submitted to the Print Center.

Shipping Payment Finisf
Shipping Payment

Order Confirmation
How would you like to pay?

Thank you for your order!
@ *ALL ORDERS REQUIRE A MINIMUM CHARGE OF $25. If your order s less than $25.a minimum fee will be added to total.

Products If you chose store pickup, please bring a copy of this order confirmation when you come to pick up your order.
Test

Requesl Quote Item Name: Custom Small Format Order Number Status Order Date: 8/1/2017 11:55.09 AM PDT Products
oy Uithrie il 676 Manual Quote Required Due Date: B/11/2017 12.0000 PM POT -
1\ UnitFnce 10ld =
! A5 0f B/1/2017 11:55:10 AMPDT
‘ ‘ 1000  Requires Quote Requires Quote ltem Name: Custom Small Format
One or more items in your cart require a price quote from the shop. To request a price quote, click the Send Quote Request button. You will receive an o Uniterice Total
e-mail with the price quote. You can then either accept the quote and complete the process of paying for and placing your order, or you can reject the o 1000 Requires Quote Requires Quote

quote. Subtotal Reguires Quote

4= CONTINUE SHOPPING

*Estimated Taes: 50.00

Total: Requires Quote

SEND QUOTE REQUEST »

Xerox Print Center
7585 Convoy Ct
San Diego

9211

(858) 650-0818

SHIPMENT 1

Deliver to Location

ADDRESS

7585 Convoy Ct
San Diego 92111 (858) 650-0818
Xerox Print Center

Payment Method

Deferred Payment

Subtotal Requires Quote

Taxes $0.00

Total Requires Quote




Emailed Quote

Xerox Print Center <print@xeroxprintcenter.com>

Xerox Print Center quote approval required

Hello User Name,

Thank you for requesting a quote for order #676.
The pre-tax amount is $35.00.

This quote is valid for 30 days from receipt.

Please click the link below, to approve or reject your quote from the Xerox Print Center. "http://cosxerox.mvprintdesk.net/DSF/MyAccount/OrderSummary.aspx?

Me/kuTVSB-+npHjsQuZdB2TIYEkXee61EmgvK8ZI K Tu8c/NrLnSZdFrEs5Yo+NBd7Utd AHdD77Ck+V10efGdi0XSqdui2r9poGHfoskaBGQe6 1 5201CpIMSQY/97Z/4xYCNGetZnhE4PkMsqtdsg9g1rTAp

Approve S Decline Order

Enter optional text below as to why vou approved or declimned this order.

After clicking the Approve button ywou will be prompted Tor payment.

Owrdier Murmber Szatua: Order Date: 8/ 12017 11:-55:09 Akd DT

6FG User A roval Reqguired Due Dave: 8/1 1,201 7 120000 P PDT
As of BA1200F 11:59:33 AWM PDT

Xerox Print Center
F585 Conwvoy Ot
San Diego

Q27T

(858) 6500818

SHIFMEMNT 1

Deliver to Location
ADDRESS

FS85 Convoy Ct
San Diego 92111 (SS8) S50-0812
Merox Print Center

latoya ashby@xeroxprintcenter com

* SonNTiMEE Srermme m

Products
Test

Iterm MName: Custom Small Format
Custon SE Osher
1 Page(s)

FPayment Method:

Deferred FPayment

Subtotal
Taxes

Total




	How to request a quote on Xerox Print Center new ordering system
	The link will take you to our new ordering system
	Slide Number 3
	You will know you have logged in correctly when you see your name in the top right corner.
	Go to My Profile - Update your profile information
	Slide Number 6
	Slide Number 7
	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. 
	BUY NOW will take you to the screen below
	Go to ADD FILES
	Slide Number 13
	Job Specifications
	Once done click on ADD TO CART
	Once completed add to cart. You will be then taken back to REQUEST A QUOTE menu.
	CART
	SHIPPING
	Finish
	Emailed Quote

