
CopyNet Job Submission Instructions: 

Website:   http://www.copynetsolutions.com/store/login.aspx?SerialNum=500208  (bookmark this for future use) 

To create a new user account, click on the Create New Account link. 

 

 

 

 

Choose your Division 

and Primary 

Department from the 

drop down menu 

Fill in the blanks. 

When you get to Address, please list your 

primary campus; Prescott Campus, Verde 

Campus, etc. and leave Address2, City 

and Zip blank. 

If you need to drill down further from the 

choices listed under the Division drop 

down menu, you can list that additional 

department name in the Department 

field. 

The FOAP should be your primary FOAP.  

You will have the option to change it, if 

necessary as you submit print requests in 

the future. 

http://www.copynetsolutions.com/store/login.aspx?SerialNum=500208


You are now ready to submit a print request, order paper or stationary. 

To submit a print request, first you will need to upload the file(s) that you want to print.  To do that, 

click on the Files tab and then click on Add button. 

 

Click on Select and find the file that you want to upload on your computer and then click on upload 

 

The file you uploaded will now be available for you to choose when creating a new print order.  Please 

note that as you upload files you will begin creating your ‘library’ of files.  These files will remain 

accessible to you until you delete them.  This may come in handy if you print the same thing more 

than once or possibly even from semester to semester. 

 

 



Click on New Print Order 

 

 

Fill in the name of the print job, enter the quantity of that item that you’d like to have printed, enter 

the date you need it by, (time is optional, only necessary if you plan to pick up your print request 

rather than have it delivered).  At this point, you can change the Department name or FOAP, if 

necessary. 

Please note that you can add specific details for each item that you upload for each job, just click on 

that file name and then make the appropriate selections to the right.   

Please do not upload multiple jobs on the same job ticket. 

 

You may now make the appropriate selections in the 2 columns on the right that will tell us what 

you’d like to have happen with the files you’ve submitted. 

Click on browse and find the file(s) 

that you previously uploaded.  See 

example on next page of the files 

screen.  Click on Select to choose the 

correct document. 

The price listed here will 

not be your total, please 

see the next screen for 

the total cost, if any. 

The files you 

choose will 

show here.  

You can 

reorder them 

or even 

delete them. 



 

 

Please read and agree to the Copyright agreement and terms. 

Review your order carefully before clicking on submit. 

 

 

If, after submitting a job, you discover that you need to make changes or cancel the print job, please 

call us at x2187 and we’ll be happy to assist.  Please note that we do not always catch the email 

messages in time to stop a print job since we are most likely away from the computer in order to work 

on your job, therefore, a phone call works best in this situation.  Thank you! 

 

 

 

Click on select to choose the file. 

Cost for your print job will show here. 

Click on submit when you’ve 

confirmed all of the details. 



To place an order for paper, click on the Jobs tab and then the Order Blank Paper tab 

 

You can change the Department name and/or FOAP, if necessary. 

Make your choices, hit continue and then submit your request. 

 

 

 

 

 

 

 

 

 



To order business cards, envelopes, or letterhead, click on the Custom Stationary tab on the main 

screen. 

 

 

 

 

Please note that color letterhead is restricted to the President’s Office and Division Deans.  If you’d 

like to request a b/w word template or .pdf for your departments use, please note that in the special 

instructions box before checking out. 


