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Getting Started

Accessing IKON Office Solutions Print Center

Navigate your Web browser to IKON Office Solutions Print Center
Log in page.

IKON

If you do not have an acocunt, you will need to create a new User
account. Click the REGISTER link to continue.

Log in

Enter your username and password. If you are having trouble logging in, please contact customer support.

| New user? ( Already have an account?

If you are a KON user for the first time, please take a username | |
moment to register by clicking the link below.

REGISTER Password | |

FORGOT YOUR USERMNAME? roery
FORGOT YOUR PASSWORD?

IKON WebPrint™”
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Getting Started

Registration
Step 1 Step 2
Fill out the registration form, making sure not to skip any required Choose the IKON Print Centers from the list
fields (marked with asterisk). by checking the radio button next to the
center’s name. The center closest to you
Once the form is completed, check to make sure the information you location will be displayed first on the list. IKON print centers
prov}ded is correct. Then, press CREATE ACCOUNT button to Once the selection is made, you'll be taken — —_— e s s
continue. to the confirmation page. B ¢ i PR il
0.0 km :K:‘U-,Iww 100 Chestafinld Parkway Maem 3 193428708 nast
B i Fsby o N e el
|KON 40347 am I:‘n)'l‘!glnl".;lllllmu tm'llll Chaage. n L] f iag
PACA L Il'?:ll!u.l'm:;nccm o Capisl Maten IO L. Mk St i ™ e st
Registration
* Indicates & required field il
Password * : Wour password must be between 5 & 50 characters in length.
Sonfiom pasnward = I
Firstname - I
st v < | |
Campany
Position
ddress 1t — B
Addeens 2 I
o I
Country® Unted States _!'
State/ Provinge© Select... o
z1rfvostal code ,—| ®.0. 12348 or 123456789
Time zone” Select.. ™
Language preference” Select... -
waytime phane number * [ gt | ] £0. 1235234567
Evening phane number * [ et ] 0. 1335234567
Email address * | |
Special delivery instructions ~
e
Privacy Policy | Posered by 100N Wab@rinl | Copyright © 2004-2007 1KON Office Scletions, Inc. All nghts reserved.
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Create document

m
A .

Wrk:

From here you can creste new document
online and order them later. Saved

VOUR ACCOUNT CONTACT LS
MANUALS
Locout

Create document

OROCR CXTSTING DOCUMENTS

Print frem your desklop & download driver Bro

s

You can print din
driver. Chogse this

IKON from sny standard

DOCUMENT SIZES
el Sizes
Upload a file

I n als: DOCUMENT FORMATS

et Farnats

KON WebPrin{>

NOTE: Document sizes accepted by the site are the following:

8.5” x 117
8.5” x 14”
11”7 x 177

To create a document, you must first upload the file to be printed to the IKON Office
Solutions Print Center server. Select one of the methods provided:

Print from your desktop — You can print directly to IKON Office Solutions Print Center
online from any standard application by installing a IKON Office Solutions Print Center online
print driver. Choose this method to download the driver and learn how to install it. (applicable
if you have access rights to this option)

Please note, that IKON Office Solutions Print Center online print driver requires Adobe
Acrobat or Acrobat Reader 5 or later to be installed on your computer. You can obtain a free

copy of Acrobat Reader at Adobe’s website: http: //www.adobe.com/support/downloads.

Upload a file for immediate — If you already have one or more files, or are using a computer
without the IKON Office Solutions Print Center online print driver installed, you may upload
the files directly through the Web browser using this method.

Otrder a print from a hard copy — if you do not have a digital copy of your document. You
can enter the necessary information to give an estimated price during the job specification

process.

Make your selection to continue.
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Create document

Print from your desktop

This page is where you can download and install the IKON Office Solutions Print Center online print driver. If you’re having trouble with installation, refer to instructions on this
web page for help. (if you have access rights to this option)

Dacumen Effici
m!r%ﬂ' —

YOUR ACCOUNT CONTACT US
MANUALS
LOGEUT

Print from your desktop

The 1
by sl
copy of vau

cume

Download the driver HANUALS

Plaase use this link to downlosd the Print
Erivar installation/Remeval manual,

Step 1. Download the Driver

When you enter the Print from your desktop page,
click the Download and Unzip link to proceed. After
you have saved the zipped file to the location you
indicated, you will need to unzip the file. Please the
Print Driver Manual for further reference.

1

File Download

Do you want to open or save this file?
Name: WebPrint_17_IKON_WAWWS_01_09.2ip
= Type: WinZip File, 12.4MB
From: vwaS. webprint.com

Open | [ Sawe | [ Cancel

] Aays ask before apening this type o fils

While files from the Intemet can be useful, some fles can potentially

|\'2J iaim yout computer | you da not tust the source, do net open a1
S Save ths fle, Whal's the sk?

(X]

Step 2. Install the Driver

Once all the print driver files are downloaded and -SA22EE
unzipped, you then run the SETUP.EXE to install

('] the print driver. Follow the instructions given by the
installer. Please see the Print Driver Manual for

@ MaoF e disk 1pace further reference.
Step 3. Open your document
After installation is complete, open the file you want

IKON WebPrils? to print, in the program that created it. Review the file
to make sure it is ready to be printed.
Step 4. Choose File - Print...
Choose File —=> Print or press Ctrl + P to open the
print window: Select the IKON Office Solutions Print b [ oo 5
Center Print Driver, named via Online Copy Center, | 1. 2 _,[,:’":' :
from the Printer Name drop-down menu. Click OK to | | 2777 ——
.. O8 | &g reroromant 700 sewfa E
start printing. O | 2 9o Bese
= P O—
The print driver will make a PDF file and open a e | g e n =
IKON Office Solutions Print Center browser window. ﬁ_ﬂ 5
The ordering process will continue from there. (e ) T
IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved. 5
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Create document

Print from your desktop: Print new document
When the new browser window opens, the Print new document page is displayed. You are now ready to create your printing document.

(At this time, the newly created PDF file is still on your computer.)

CONTACT US
eI Step 1. Name your new document
LN Document Efficiency Give your document a name that will help you identify it later. The name
At Work® .
can be anything and does not have to match the name of PDF file.

Step 2. Check box for Copyright rights
Check the box to acknowledge you have the right to print the document.

Print new document
The "WebPrint” print driver is uploading a file. You can create a new document with this file Step 3 Press the CREATE button next to your document type to Continue
or add it to an existing document. . .

Is this part of an existing

Name your new document
document?

[IKON Support Procedures Guide.da You can add your newly printed file to
another "WebPrint" document by choosing a

. . - . below.
= ¥ I confirm that I own the copyright to, or have permission to copy the material [ nams Below

want printed.
CREATE

Add to the following decument:

|select... Ra|

- For detailed information on this item and its functionality,
“ please see Using Your documents section later in this guide.

IKON WebPrinf~”

You must check this box before continuing, If left unchecked, you will
receive this pop up message to remind you to check it off.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.
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Create document

Print from your desktop: Review your file

Document Efficiency
At Work®

To edit or correct your file, simply click "Modify™ and make changes in your application.
Then submit again by reprinting to the "WebPrint" printer.

CONTACT US
LOGOUT

IKON Support Procedures Guide.doc: Review your file

To print a proof of yvour file, select the printer icon from the Acrobat toolbar.

TO CONTINUE, CONFIRM:

I have proofed this fils.

MODIFY ACCEPT

e MY || oo

=

IKON WebPrint>”

IKON WebPrint>”

Support Procedures

Overview

The following pages describe the support procedures for Staples Canada. It is
broken into three customer suppaort categaries.

£

I have permission to copy this material.

A proof of the PDF file created by the print driver is displayed in the
Acrobat window. Check file’s content for errors, look for any problems
caused by the PDF conversion.

Review the proof carefully: this is how the file will look when printed. If
needed, you can print the PDF file on your printer, by pressing the printer
icon in the Acrobat toolbar.

If changes need to be made, press the MODIFY button to open the
original file (not the PDF version) in its native application. You will be
logged out and the current PDF file will be discarded. To submit the
updated file, simply re-print it using the via Online Copy Center printer.

If you're satisfied with the PDF file, press the ACCEPT button: a small
pop up will appear, verifying the upload; click OK to continue.

Microsoft Internet Explorer x|

@ Click. OK to begin transferring this file to the server,

OK I Cancel |

By clicking ACCEPT you confirm that you have reviewed and approved
the PDF and acknowledge that you have permission to copy content of this
document.

IKON WebPrint QuickStart
Rev. 02/09

Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.



Create document

Print from your desktop: File added

Document Efficiency
At Work®

IKON Support Procedures Guide.doc: File added

Microsoft Word - IKON Support Procedures Guide.doc has been added to IKON Support
Procedures Guide.doc and has been saved in Your documents.

Your document

PREVIEW FILE
Microsoft Word - IKON Support ...
7 pages
<)

Sl‘:‘t(ltr::”; button to centinue choesing your personal document production

IKON WebPrint”

YOUR ACCOUNT CONTACT US
MANU

LOGOUT

Add another file to your document

You can add a file to your document in one of three vays.

1. Add using the print driver
Return to your deskiop
application and submit
ancther file by printing to the
"WebPrint" printer.

2. Add a PDF

Click the "Brovse" button
below to brovas your
computer or netwark for 2 BDF
file, then click "Upload”.

L (owe)
UPLOAD

2. Add a file from your
documents.

@ You can add = file that you
have already submited to
WebPrint by brovsing Your
documents. Click the button
below and choose one or

more files from the pop-up
window.

BROWSE DOCUMENTS

=

iy +

Upon successful upload, you're taken to the File added confirmation page.
The PDF file is now stored on the IKON Office Solutions Print Center
online Online server, and can easily be accessed at a later time by using Your
documents button in the navigation bar.

Press CONTINUE button to continue.

> For detailed information on this item and its functionality,
please see Using Your documents section later in this guide.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.
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Create document

Choose production options

Use the options provided on this page to add print and production features to your document.

IKON Document Efficiency
At Work.®

Home

Choose document production options

Document name

‘IKDN Support Procedures

SAVE & EXIT

9,’ Files
N
Printing 0

O Single Sided, B&W

O Double Sided, Ba&W
® Single Sided, Color

O Double Sided, Color

| whitz, standzrd v

N\ ‘Tabs
5‘\\ Binding/stapling

Special instructions

IKON WebPrint™”

IKON WebPriaf

Spport Prosedunes

Front cover, Page 1

] <y pa— ] ]

Quantity

YOUR ACCOUNT CONTACTUS
YOUR ORDER MANUALS
1 documents  LOGOUT

Copies

0 recipients

$6.88 per copy

$6.88 total

*This is an estimated total
price

ORDER DOCUMENT

VIEW PDF -

Document name
You can change the name of your document here, if so desired.

Quantity

Enter the number of copies of the document you want to order.

Document style
Use these panels to specify paper type and color, or to add features such as
page tabs and document covers. Open a panel by clicking on its name.

Any options you select will be reflected in the document preview to the
right of Document style panels; use the slider underneath the preview to
navigate from page to page.

When you’re finished with your selection, press ORDER DOCUMENT

button to continue.

The document you create can be ordered immediately or at a later time. To
save the document and exit the order process, press SAVE & EXIT
button. All production features selected will be saved as well.

Saved documents are stored for 30 days and can be accessed by pressing
Your documents button in the navigation bar.

The displayed price will automatically adjust as you add features or change
quantity of copies.

If, at any time, youd like to view the unchanged original PDF, use the
VIEW PDF link (file will open in a new window).

Note: If your document consists of several PDF files, the top-most file will
be open when VIEW PDF link is clicked. Use the arrows on the left of file
thumbnails to change file order in the document.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.
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Placing order

Step 1: Your order

Review your order.

Dot Eficimmcy TETTE e
=y

Your crder

Type of order (Pickup or Delivery)
Your choice of delivery options
depends on your preferred Print
Center location (the location you chose
is pre-selected). Use the drop-down list
to select another location (if

applicable).

Select or add your recipient(s) from
your address book or create new
recipients.

Review the print options for your
document in the SPECIFICATIONS
column of the Documents section.

To change the quantity of document
copies, write a new amount in the
QUANTITY field, and press
UPDATE QUANTITIES button.

To REQUEST COMPLETE
PROOF, check the box. This may
affect the price and turnaround time.
(if applicable to your organization)

When you’re finished reviewing the
order, press the CONTINUE button
to move to the next step.

Step 2: Payment

Select your preferred type of payment.

VOUR ACCOUNT CONTACT US

YOUR GROER  HEL®
Document Efficiency . LaSotT
i m 1 reciciants

Payment
Billing Add from address book | New billing contact | Add cammenl 1
Payment Information
& Billing account infarmtion: Costcenter  [ggags
= erder 1123223
Suly-tatal s12.03
Tax $0.00
Tatal 512,00

KON WabPrirt

BILLING

Select or add your billing information from your address book or create
a new billing payee and address.

PAYMENT INFORMATION
Enter the required Payment information.

Press BACK button to return to the previous page to make any changes,
or press CONTINUE button to proceed to the next step.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.
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Placing order

Step 3: Review order summary Step 4: Confirmation
VOUR ACCOUNT  CONTACT US PoLE AsToRAn -(M'ljllﬂl-
B e L — =

W @ e W Order #001131 was submitted to IKON Salt Lake City - FM ISR

Review order summary

i g sbeut erder” or precs "Back’ to make chanpes. IF the
der” b

Documents Hodify yeur crder
FREVEEW BocumT QUANTITY  SPEEIRICATIONS pRICE

I Cantract...

em

> g
Recipients Change e s
WAME AND ADTRESS SHIPPING DETAILS COCUMENT QUANTITY ] ey o
Ercton areve by dotes e
— R e rnemr e prr—
Fayment method Sub-tatal S12,03
il o s0.00 Payment mlormation
Total “$17.03
U Y | NN W
Do not hit DACK or RELOAD on your browser menu after placing your
KON WabiPrint
IKON WebPrint™”
This is the confirmation page for your order. Make a note of your Order #:
Review your order. If you need to make changes, use the Modify your order you can view th.e order and its current status on the Order history page or
link; this will bring you back to Step 1: Your Otder page. access information form these buttons.
HOME
Use the BACK button to return to the previous step. ORDER HISTORY

PRINT ORDER CONFIRMATION

Once you confirmed the accuracy of your order, press PLACE ORDER
button to submit. As your order moves through the process of being printed, the order Status
will be automatically updated on your HOME page.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.

11
Rev. 02/09



IKON WebPrint>’

Overview of IKON Office Solutions Print Center Online

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.
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Overview of IKON Office Solutions Print Center Online

Logging in
e e You must log in to access your account. Enter your Username and Password
Document Efficiency FRICEGHETE in the provided fields and press the LOGIN button. Upon successful login,
Atorie you will be taken to the Home page of your account.
If you FORGOT YOUR USERNAME or FORGOT YOUR
Log i PASSWORD, use the appropriate link to go to retrieval page.
og in

Enter your username and password. If you are having trouble logging in, please contact customer support.

New user? Already have an account?

If you are a IKON user for the first time, please take a Username
moment to register by clicking the link below.

REGISTER Password

FO

YOUR USERNAME?
JUR PASSWORD?

LOGIN

IKON WebPrint~”

If you do not have an existing IKON Office Solutions Print Center online account, create one by clicking the
REGISTER link, which will take you to the registration form.

For detailed information on the registration process, see Registration section in this document.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved. 13
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Overview of IKON Office Solutions Print Center Online

Home page

This is your IKON Office Solutions Print Center online home page; it provides a quick way to check status of your orders still in production.

e — Open orders
Lo Orders in this list can be sorted by order number, status, price, or order
date. To re-organize the list, click on the column title you want to sort by.

Home Catalog Cresbte document Your documents  Order history &

Otrder number
hame page. From hare, you can check the status of currently agen orders Click on an order number to open a Detailed view page for that order.

Open orders View order history AMMOUNCEMENTS

Status

ubemitted

When an order moves from one production stage to the next, its status

displayed on this page will be automatically updated.
Submitted - Order is placed in the Print Centet's New Otrdets queue.
In production - Order is currently being printed.
In QA - Ozder is being reviewed for quality assurance.
Pick up - Order is ready to be picked up.

HANUALS

IKON WeabPrint="

TOTAL PRICE
The price for your order.

Otrder date

Date and time an order was placed.

DETAILS
Click on DETAILS link to open a Detailed view for that order.

View order history
Click this link to view your order history page.

ANNOUNCEMENTS
News and announcements from IKON Office Solutions Print Center online
are displayed here.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved. 14
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Overview of IKON Office Solutions Print Center Online

Navigation

The navigation bar appears at the top of all pages in the site, and provides an easy way to move between the site’s sections.

YOUR ACCOUNT CONTACT US
IKON HELp
K Document Efficiency LOGOUT
At Work.®

Home Catalog Create document  Your documents  Order history  Address book

Home
Use this button to return to the Home page.

Catalog
Recently published catalog documents are listed here for ordering;

Create document
Start at this page when you need to create and order a new document to print.

Your documents
Documents you create when using the website are stored here for 30 days. If a document doesn’t get added
to an order during that time, it will be deleted.

Order history
All your order activity can be viewed here.

Your account

This page contains detailed information about your IKON
Office Solutions Print Center online account. Visit this page
to edit or update that information.

YOUR ORDER

When you add a document to your order, this link will serve
as a reminder of the open order’s status. The number of
documents in the order is displayed underneath. Clicking on
the link will bring you to Your order page.

CONTACT US

If you encounter a problem using any of the site’s features,
or have comments or questions, use this link to access
Contact Us page.

HELP

Use this link to access the manuals for assistance with
submitting, modifying, or ordering documents and
frequently asked questions.

LOGOUT
Use this link to log out of your IKON Office Solutions
Print Center Print Online account.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.
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Overview of IKON Office Solutions Print Center Online

Catalog

Recently published items are listed here. All items in a category can be viewed by clicking the INFO link.

YOUR ACCOUNT CONTACT US
HELP

Losour Click ADD TO ORDER to add the catalog item or kit to your cart.
Browse catalog
Recertly published items are listed here. You cam view items and kit info and order the items and lots of your cheace.
| ook |
SEARCH
Banrch far informalion b IHC orderable catalog
Show |Items & | with title | 1TOM NUMBLR T ACTIONS

o ASHChiropra, rectoryNoCove:
0o < HTharapra: e Cave
o Fax_Page A gt Fuu
(] CCER.
o ertal Contract
0 erial Coritra
o ertal ¢
o ertal Cortract 215
[0 Oentlds Dertal Poym mma
o © erial Pay umma
wPrevious [ 112 |3 14 [5 6 |7 |8 [% |10 [ 11 | .. 14 | Hext»
KIT NUMBER L TYer DATE ACTIONS
[0 dkssss Dertal Lot
[—eooomoe==]

IKON WabPrint™”
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Overview of IKON Office Solutions Print Center Online

Create document

This page is the starting point when creating a new document to be ordered.

E To create a document, you must first upload file/s to be ptinted to the IKON Office Solutions
= Print Center server. You can do so by choosing one of the available methods:
Print from your desktop — You can print directly to IKON Office Solutions Print Center from
any standard application by installing a IKON Office Solutions Print Center online print driver.
wedincely or save the Choose this method to download a driver and learn how to install it. For detailed instructions
on using this method, refer to the Creating document section of this guide. applicable if you

OROUR EXISTING DOCUMENTS

have access rights to this option)

DOCUMENT SIZES

Upload a file — If you already have one or more files for your order, or are using a computer
upload a file

&) DGR FORNATS without the IKON Office Solutions Print Center online print driver installed, choose this
[ method to upload the files directly through the Web browser. (over 250 supported document
. formats)
m ;zrlm a print from a h.nrl.cr.\p.y
Otrder a print from a hard copy — if you do not have a digital copy of your document. You
can enter the necessary information to give an estimated price during the job specification
process.
IKON WebPrinf=”

Order existing documents
If you’d like to order a previously created document, use this link to access Your documents
page, where these documents ate stored.

NOTE: Document sizes accepted by the site are the following:

8.5” x 11”
8.5” x 14”
11”7 x 177

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved. 17
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Overview of IKON Office Solutions Print Center Online

Upload a file

Use this page to upload files directly to IKON Office Solutions Print Center. WebPrint accepts more than 250 file formats. To check if your file format is supported. You can
upload up to 10 files as part of a single document on this page; additional files can also be added while setting your Document Production Options. Use this option if you don't
have the Copy Mail Center print driver installed on your system.

. Name of document

LoCouT

Enter the name of your document.

Files

Browse and select up to 10 files. After you have selected the third file, an

additional blank field and browse button will appear until you reach the maximum
1% this part of an existing of 10 files.

document?

Cupyright

KON WebPrisf?

Microsoft Internet Explorer

! Please confirm that you own the copyright ta, or have permission to copy the materialin the file(s) you want to send,
I

You must check this box before continuing, If left unchecked, you will
receive this pop up message to remind you to check it off.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved. 18
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Overview of IKON Office Solutions Print Center Online

Order from hard copy

Use this page if you do not have a digital copy of your document. You can enter the necessary information to give an estimated price during the job specification process.

R — Name of document

MANUALS

Enter the name of your document.

Paper size
Select the paper size from the drop down menu list.

dicwet a required il Number of originals (one double-sided sheet is two pages)

Is this part of an existing
document?

Hame of document

Enter the number of pages that your document contains.

Paper size 8.5 x11 -
Number of originals 1 (e double-sided sheet 15 bna Bages Add to the follewing decwments

. - Sodict.. -
IKON WeabPrint="

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved.
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Overview of IKON Office Solutions Print Center Online

Your documents

Documents you create when using IKON Office Solutions Print Center online are listed here. Each document is stored at the site for 30 days and then deleted. If you order one
of the stored document before the 30-day limit, day count will change to start at the order date.

S — DOCUMENT
Documont ffciency tts Clicking on a document title will open a detailed view of that document.
It A
Home Catalog Creste document Your documents Order history  Address book
PAGES

Amount of pages in a document are shown in this column.

Your documents

ctizng enling until you are ready to order them ar puklish them te the cataleg.

¥our documents after 2 day: DATE
s parmanaitly, plensa salect tha chackbox{as) and than click the SAVE butten.
Shows the date a document was last modified. Every time an existing document is

0 e r——- — ; modified, the displayed date will change accordingly.

= e ' DETAILS

- R : B S Click on this link to open a detailed view of the cortesponding document.

I e b

ADD TO ORDER (link)
Use this link to start an order with the corresponding document added.

KON WobPrint? ADD TO ORDER (button)
To add several documents to an order at once, check the box before the title of
each document you’re adding, then click the ADD TO ORDER button to
proceed.
SAVE (button)
To save several documents at once, check the box before the title of each
document you’re saving, then click the SAVE button to proceed.
DELETE (button)
To delete several documents at once, check the box before the title of each
document you're deleting, then click the DELETE button to proceed.
CREATE DOCUMENT
Use this link to begin creating a new document.

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved. 20
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Overview of IKON Office Solutions Print Center Online

Using your documents

You can use Your documents feature of IKON Office Solutions Print Center online for more than just storing documents from your previous orders: re-order these
documents will take less time. You can also retrieve PDF files from previous orders to add to the document you’re working on right now. At various times while using the site,

you may encounter different ways of doing so.

R When uploading a file to the site using IKON Office Solutions Print Center print driver, you can add the
mm“"’""' file to an existing document. Simply select the stored document’s name from a drop-down menu and press
the ADD button.

Print new document

B “WebPrint” prink driver is uploading & fils. You can creste & new detument with this file
& #dd it ho an exisbing document

Is this part of an existing

Name your new document
document?

IO Suppont Procedur

F1 5 ey the material T t
[ e [
[ oo |
IKON WebPrinf>”
m oo i oy Once a new PDF file has been uploaded to a document, you can add additional files to the document
AWt prior to specifying the production options.
IKON Support Procedures Guide.doc: File added 1. Add using the print driver
e b e S i Submit another file by printing it directly to IKON Office Solutions Print Center online using the print
driver.

2. Add a File
If you already have a File you want to use, press the Browse button to locate that file on your hard drive.
Press UPLOAD button, to begin uploading the file to IKON Office Solutions Print Center online.

3. Add a file from your documents

Use this when the file you want to add is already at the site, uploaded during previous order. Press
BROWSE YOUR DOCUMENTS button to open a new window, with all files and documents listed.
Make your selection to add one or more of these files to the current document.

KON WebPrinf"

IKON WebPrint QuickStart Guide | Proprietary | Copyright © 2004-2009 IKON Office Solutions, Inc. All rights reserved. 21
Rev. 02/09



Overview of IKON Office Solutions Print Center Online

Your account

This page contains detailed information of your account. Use this page to review or edit this information.

Personal Information Hadily
Name

Address

Phome

Fassword

Special delivery instructions

KON WabPrirt

Preferred print center

arders, choose your favari

IKON Salt Lake City - FH

VOUR ACCOUNT CONTACT US

e print center:

Madily

Personal Information
Your contact information, provided during the registration process, is stored here. Click on the

Modify link to update information in this section. Use CHANGE PASSWORD link to reset
your current password.

Preferred print center

This is your preferred IKON Office Solutions Print Center print center location (usually it’s the
one closest to delivery address you’ve specified). Use EMAIL link to reach centre’s primary
contact associate. Use Modify to select another centre.

Notifications

Use this section to choose how you’d like to be notified about your orders. Click on Modify
link next to the section title to access the Notifications screen.

VOUR ACEOUNT CONTACT S
PANUALS
Document Efficiency ~OC0uT.
At Work®

Notifications

Please Choose Your Notifications

der 13 S

L]
O
L]
O
O

Please Choose Your Notification Format

o Tent

@
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Overview of IKON Office Solutions Print Center Online

Otrder history

All orders you’ve placed using IKON Office Solutions Print Center online are listed here.

Status

YOUR ACCOUNT CONTACT US
=L N D ocument Efficiancy tocour When an order moves from one production stage to the next, its status
At Work®

displayed on this page will be automatically updated.

Home a it vour d ) h dr ) Submitted - Order is placed in the Print Center's New Otrders queue.
In production - Order is currently being printed.
Order history In QA - Order is being reviewed for quality assurance.

Pick up - Order is ready to be picked up.

This page contains a list of orders that you have placed. The top section lists orders that are still in progress. The current status is listed
next to each order. The bottom section lists orders that have been completed for you previously.

Open orders ORDER STATUS

ORDER NUMBER ¥ STATUS TOTAL PRICE ORDER DATE ACTIONS Sub;"'tted =TmEem e
prin

£001131 Submitted $12.03  7/8/07 3:53 PM DETAILS
In production - order is
printing

- In QA - order is by
Previous orders Show cancelled orders rggi\,‘e;;;;:u:ﬁ?

ORDER NUMBER ¥ TOTAL PRICE  ORDER DATE ACTIONS B o = TR i T

available for pickup

$0.00 7/5/07 10:56 AM DETAILS | RE-ORDER
$0.00 7/6/07 1:47 PM DETAILS | RE-ORDER
KON WebPrinf™”
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