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Logging In

Attention

By clicking on an external link, you will leave the Upper Darby School
District website. The intent of this resource is to provide additional
information. The district does not support or disavow information
contained within other websites.

Accept

ClickiAcceptatolbeltakenltolthe]BSHlogin[page}




Logging In

Uselyourinetworkicredentialsitolloglintojthe]
iiheselarelthelsamelcredentialsjused

) logintojthewebsite)

Upper Darby School
District

Please login using your district Network

Login(website/computer login) Not Email.

someone@example.com

Password

3

Administrative users please login here.



Print Center Welcome Page

# HOME {, CONTACTUS @ HELP M ENGLISH (UNITED STATES) 8 DONNADILKS «

LQJD Upper Darby earch Prod w(O) -~
School District

SHOP BY CATEGORY ~ Your shopping

" Welcome to The Upper Darby School District - Print Center!

Your name

cart

Your Home for tests, forms, and all things print.
Aronimink Elementary

FEATURED CATEGORIES

Click on your school to
/ enter your school's

print center

BROWSE

ARONIMINK ELEMENTARY
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Print Center Options

rul vatsyviice ARUNIVIINR CLEIVIEN TART

ke

Aronimink Elementary

Click ADD TO CART
to start your project
upload.

IN THIS CATEGORY:

All other order
options (i.e. paper,
letterhead,

envelopes, etc. are
designed for office

use. ADD TO CART  [SUREI ADD TO CART ADD TO CART ADD TO CART

PROJECT UPLOAD ARONIMINK PRINCIPAL REHAK ARONIMINK - #10 ENVELOPE ARONIMINK - #10 WINDOW ENVELOPE
LETTERHEAD

This where you upload your files!

ADD TO CART ADD TO CART [SU| v ADD TO CART S v ADD TO CART



Adding A File

Project Upload Q_ Review My Job @ Help X Close

bl *—- Click here to Lk

add your-file
* Job Name o from your
desktop

* Quantity *Pages
1 1
Print Options

|:| Paper Type(20Ib Bond .

Print In Color/Sides b
B | pint in Black and white Single

Orientation

Portrait

Front Cover
No Front Cover
Back Cover

No Back Cover

<
soyauj Lj

Binding
No Binding
Staple

No Stapling

Special Instructions

m = “ M M W e @ [ 9%

Unit Price $0.00  Total Price $0.00 Add to Cart




Adding a File

Click UPLOAD FLES %
addlalfilelfrom)youry
desktop

Add Files

6 & B

Upload Files Saved Files Other

Supported File Formats Close

Acceptablelfile}formats](i’e§WordYRDEIRRIXYetc)
can]belfoundlbyfclicking]nere]




Adding A File

@ Documents
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0 Downloads @
{¥ InDesign
csv
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= UDHS-27912 Directory 2017 School...81617.pdf School...Educators
Q Macintosh HD
[ upspspincBU =
WD SmartWare 4

Website 2017. Website/SM Wednesday Folder
Q Flash Player = Blackboard documents Fliers

Cancel
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Chooseffileland
click{on!
CHOOSE



Adding a File

[ittnis)iSaYileyoumayineediprintedlagain
cave R o your Saved) s, T wil

eliminatelthelneedlteluploadlitfeachtime?

Upload Files

Upper Darby School District Handbook_81617.pdf

1.20 MB
Save To My Files

Add More Files

iy culnatefadditional

(oo o wpilezd for G dmm
P shiep, Gk ADD

MORE FIUES emd]

FpeaR G0 vpload

process




Adding a File

(heciithatuploadiwas
successtul

Upload Files

Upper Darby School District Handbook_81617.pdf

Add More Files

Click{DONE]




Selecting Print Options

Project Upload Q_ Review My Job @ Help X Close

Enter a name foryour job.
(i.e. 17-18 UDSD Family Handbook

* Job Name Upper Darby School District

Family Handbook

+ Quanity Vais Choose the number: of copies you need. 2017-2018

1 5 / (If you are printing a three page packet

and need 25 packets, enter the number

Print Options 25 for quantlty)

[] Poper TypetztoBong The page number indicates how many
AR pages are in your uploaded document,

] it sk s g not the total number of pages being

Orientation
A

printed

Front Cover

No Front Cover
Back Cover
No Back Cover
Binding

No Binding
Staple

No Stapling

Special Instructions “Honoring a Diverse Community Where All Students Achieve”

Administrative Offices
4611 Bond Avenue
Drexel Hill, PA 19026
(610) 789-7200

Qa @ [ 9%

Unit Price $0.61  Total Price $0.61 Add to Cart




Project Upload

Selecting Print Options

Files Add Files

Upper Darby School Di

v

*Job Name

* Quantity
1

Clicking on any of the print options will

Print Options

D Paper Type(20Ib Bond

Print In Color/Sides

|
B | Print1n Black and white Single
A

Orientation
Portrait

Front Cover
No Front Cover
Back Cover
No Back Cover
Binding

No Binding
Staple

No Stapling

Special Instructions

allow for choices

Defaults are set to:
20 Ib white paper
single side printing
portrait orientation
no covers

no binding

no staples

Clicking on SPECIAL INSTRUCTIONS
will allow you to leave a note for the
print shop operator- explaining
anything not covered in the print
options

Unit Price $0.61  Total Price $0.61

Q_ Review My Job @ Help

Upper Darby School District
Family Handbook
2017-2018

“Honoring a Diverse Community Where All Students Achieve”

Administrative Offices
4611 Bond Avenue
Drexel Hill, PA 19026
(610) 789-7200

a @& [ 95%

Add o Cart




Selecting Print Options

Project Upload Q_ Review My Job @ Help X Close
Upper Darby School Di, -
* Job Name ° Upper Darby School District
17-18 UDSD Family Handbook Fami|y Handbook
* Quantity *Pages 2017-2018
50 5

Print Options

|:| Paper Type(20lb Bond ...

Print In Color/Sides

!! Print In Black and White:Double I>
TO,Y'IfI‘W‘.IatIOﬂ b
4 Front Cover " Click.on ADD TO CART when ready/to
N Print on Outside:Print In Black a. H
o submityour order
Back Cover |>
No Back Cover
Binding
\ Tape Bind:Black b
Staple N
No Stapling
Special Instructions “Honoring a Diverse Community Where All Students Achieve”

o n e n - Administrative Offices
Price of job is determined once all print 4611 Bond Avenue

2 Drexel Hill, PA 19026
options are selected .10) 7857200

m| m “ LI R 0O 9%

Unit Price $0.71  Total Price $35.57 Add to Cart




Checking Out

l@D Upper Darby
School District

All Categories

ARONIMINK ELEMENTARY

IN THIS CATEGORY:
o ==
ADD TO CART  [SAREI ADD TO CART
PROJECT UPLOAD ARONIMINK PRINCIPAL REHAK

LETTERHEAD
This where you upload your files!

ADD TO CART ADD TO CART  [sii] :

ADD TO CART

ARONIMINK - #10 ENVELOPE

ADD TO CART Ul s

OE

2017-18 UDSD ... $1.01
Quantity - 1 Bl

SubTotal $1.01

Hover over the shopping
cart icon and then click
CHECKOUT

ADD TO CART

ARONIMINK - #10 WINDOW ENVELOPE

ADD TO CART



Please allow plenty

of time for. both the
approval process
and the print shop

turn around

Checking Out

g i Upper Darby
School District

w() -~

Check that your quantity is correct.

CART

DueDate THU May 312018 08:00 3

Products
2017-18 UDSD Family Handbook
Item Name: Project Upload
Saved for Later Items
Products

17-18 UDSD Family Handbook
Item Name: Project Upload

4= CONTINUE SHOPPING CLEAR CART

Powered by EFI Digital StoreFront v9.8.100.22909

© 2004-2017 Electronics For Imaging, Inc.

Change to quantity can be made
here and price will be automatically

adjusted
Quantity Unit Price Total
1 $1.01 $1.01
@ Save for later
@ Remove
Quantity Unit Price Total
1 $0.31 $0.31

@ Movetto Cart

i Remove

Click here to finalize your order

$1.01
$1.01

Proceed to checkout to view final order total, including

taxes, fees, shipping.

PROCEED TO CHECKOUT -

Terms & Conditions
EFI Productivity Suite §)



Checking Out

Select a shipping address & shipping options

SHIPMENT 1 Products
P\(e:a:e ?elect a shlbmemivpe» . R . . 2017-18 UDSD Family Handbook
urier : Once your delivery information is saved, ltem Name: Project Upload
ADDRESS you can access it by QU.GKL']Q here i :."‘;:”“ ;f‘:
Add from Adcress Book ‘ -
" g * First Name:
Select Courier delivery or = e -
Pick up (for high school) Total: $1.01
LI\ > = * Last Name:
Dilks
* Address Line 1:

4611 Bond Avenue

ddi ine 2:
Enter name, address, phone, e ks
school, email, and any
.0 g g Cas Address Line 3:
special deliver instructions.
Once saved, this information
' * City:
does not need to be entered —
Drexel Hill
again
= Country:
United States v
* State/Province/Region:
PA - Pennsylvania s
* Zip/Postal Code:
19026
Phone Number 1:
610-853-4510
Company:
Aronimink Elementary
Email:
Check this box to save kot
your deliver_y Delivery Instructions
information
4
[T save to My Address Book

Click SAVE >



Checking Out

# HOME

, T Upper Darby

{, CONTACTUS @HELP & DONNADILKS +

School District
® = s
Shipping Payment Finish
Select a shipping address & shipping options
SHIPMENT 1 Products
Couxier 2017-18 UDSD Family Handbook
ADDRESS Item Name: Project Upload
aty Unit Price Tota
Edit Address e
Edit Address $1.01 $1.01
Donna Dilks
4611 Bond Avenue
Drexel Hil Subtotal: $1.01
United States Total' s-‘ 01

PA - Pennsylvania - 19026 610-853-4510
Aronimink Elementary
ddilks@upperdarbysd.org

4= CONTINUE SHOPPING

PROCEED TO PAYMENT -

Powered by EFI Digital StoreFront v9.8.100.22909 Terms & Conditions
© 2004-2017 Electronics For Imaging, Inc. EFI Productivity Suite

Click PROCEED TO PAYMENT



Checking Out

’ T Upper Darby
School District

o © :

Shipping Payment Finish
How would you like to pay?

PAYMENT METHOD

Please select a payment type.

Products
2017-18 UDSD Family Handbook

O Pay At Store Item Name: Project Upload
Qty Unit Price Total
PAY AT STORE 1 $1.01 $1.01
Thank You! Subtotal: $1.01
Please pay for your order at the store when you pick it up.
Total: $1.01

4= CONTINUE SHOPPING PLACE MY ORDER -

Powered by EFI Digital StoreFront v9.8.100.22909 Terms & Conditions
© 2004-2017 Electronics For Imaging, Inc. EFI Productivity Suite

Click PLACE MY ORDER



Checking Out

’ % Upper Darby

School District
Shipping Payment Finish
Order Confirmation
Thank you for your order!

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

Qrdel’ Ian rma.tlon Order Number Status: Order Date: 4/20/2018 11:13:08 AM EDT Products
339 roval required Due Date: 5/31/2018 8:00:00 AM EDT
Approval required 2017-18 UDSD Family Handbook

As of 4/20/2018 11:13:08 AM EDT
Item Name: Project Upload

Qty Unit Price otal
1 $1.01 $1.01

Order placed by:
Donna Dilks
ddilks@upperdarbysd.org
Aronimink Elementary Payment Method:
United States Pay At Store

SHIPMENT 1 Subtotal $1.01

Courier Total $1.01

. . . ADDRESS

Delivery information Donna Diks
4611 Bond Avenue
Drexel Hill
United States
PA - Pennsylvania - 19026 610-853-4510
Aronimink Elementary
ddilks@upperdarbysd.org

Click here if you wish to

m K print your order confirmation

Powered by EFI Digital StoreFront v9.8.100.22909 Terms & Conditions



# HOME

 contacTus @ HeLe RNV
i

Upper Darby
School District MY PROFILE
ADDRESS BOOK
° MY SAVED FILES
Shipping MY SAVED JOBS
Order Confirmation MY.DOWNLOADS
SPENDING ACCOUNTS USAGE
Thank you for your order!

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

Order Number Status: Order Date: 4/20/2018 11:13:08 AM EDT Products

339 Approval required Due Date: 5/31/2018 8:00:00 AM EOT

As of 4/20/2018 11:13:08 AM EDT 2017;18 U0SD Fermily Headbook
Item Name: Project Upload

Qty Unit Price Tota

Donna Dilks
ddilks@upperdarbysd.org
Aronimink Elementary Payment Method:

United States Pay At Store

SHIPMENT 1 Subtotal $1.01
Courler Total $1.01

ADDRESS

Donna Dilks

4611 Bond Avenue

Drexel Hill

United States

PA - Pennsylvania - 19026 610-853-4510
Aronimink Elementary
ddilks@upperdarbysd.org

4= CONTINUE SHOPPING m
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Notifications

Once you submit your request, you will receive a
confirmation email to your First Class email
address from UD Print Shop

Your principal or department head will also
receive an email notification that a job is awaiting
his/her approval

Once approved, you will receive an email
indicating that your request was approved

Once your print job is complete, you will receive
and email saying it’s been shipped or is ready for
pick up (high school)



Sample Notification

New DSF Order Notification : UDSD

® . @8008XxBQ » ® o @0

Reply Reply All Forward Unsend History Print Delete Copy | Find | NextUnread Previous in Thread Nextin Thread Up One Level | Help
From: { Dana Spino April 19, 2018 3:32:24 PM
{ Joe McGilvery
§ "UD Print Shop" <noreply@upperdarbysd.org>
Subject: New DSF Order Notification
To: { Dana Spino

[Hello, please note your order information below:

Your order has been placed successfully. Order Number : 290 Order Due Date & Time : 5/2/2018 8:00:00 AM EDT Please Click the link below to see the status of your order

TVSB+mbre8l+KAV8hXmohL Sux463FbAdBK4NeBeTd705pWfIWegnQ2zACArCOSr+vpheSzIPuEesUBSkc0ZQqGu/3TM8sUQG+uKNgfyOHOEnHL GoyH2dSt0apG29/CMMGHINSUNV XsaKiSzrG3jo8 TFvLgkfFy4RZMVOKIfT4 YusSKWEA==""




Frequently Asked Questions

* When do | start using this system?

* Immediately. The traditional three part print shop request form will no
longer be accepted by the print shop, effective July 1.

* What if | need additional training?

* Please see your building secretary or pilot teacher(s) for additional
training.

 What if | experience technical difficulties?

e Forissues with log in, connecting to Print Shop DSF, etc. please contact
Joe McGilvery in the Business Office (imcgilvery@upperdarbysd.org or
610-789-7200 x 3317) or Dana Spino in the Media Services Office
(dspino@upperdarbysd.org or 610-622-7000 x 2318)




Frequently Asked Questions

* Why must my request be approved?

e This system will be tracking the print shop budgets for all schools and
departments. Since the principals and department heads are responsible
for their budgets, they must keep track of the amounts being spent in
real-time

* | only have a hard copy. What do | do?

e Scan your hard copy using any copier in your building. Many pages can be
scanned to produce a single document which you can email to yourself
and place on your desktop

 Can | upload documents that are already
double-sided?

e Single sided documents must be uploaded and then the option for
printing back to back may be selected



Frequently Asked Questions

e Can | still make my own copies?

* Yes. There will still be machines available to make your own copies.
Walkup copiers will have sign in capabilities as of July 15t

How will the print shop know if | need
staplmg, back to back copies, etc.?

All options currently on the print shop request forms are built into the
new digital system through the special options selections. You can also
type a note to the print shop operator through the special instructions
option.

* Will the system automatically re-orient my
document if | upload a landscape?

* No. You must choose landscape for orientation since the default is set to
print in portrait mode.



Frequently Asked Questions

e What browser should | use?

* DSF operates best on Google Chrome but works well with Safari, as well.
Not recommended with Firefox.

e Can | upload multiple jobs to one print shop
request?

* Yes.



