
 

    

 

   

        
    

 
  
    
   
  

 
    

          
         

 

         

   
   
      

 
 

 

 

Simmons 
UNIVERSITY 

PRINT/COPY AND 
MAIL CENTER 

Online Print Service Exclusively for 
Simmons University Faculty and Staff 

The process is easy and convenient 

Placing Your Order 

• Log into the Copy & Mail Center Digital Storefront – (website –
http://www.collegiatepress.com/simmons/) – use your Simmons credentials
* See tutorial for assistance in using the site for the first time

• Upload your file
• Fill out the instructions
• At check out be sure to fill in your delivery address
• (If you need assistance setting up your file, we have design/layout support available)

We can Provide Delivery to your remote/home Office 

o Fill in your address at checkout in the shopping cart
o Your completed order will be shipped through US Postal Service (typical delivery is 2-3 days)

Need Assistance with order – Lets meet by phone or zoom 

Phone – 617-521-2428 
Email – copymail@simmons.edu 
Zoom – Call or email to request a quick training by Zoom 

*DSF Tutorial

mailto:copymail@simmons.edu
http://www.collegiatepress.com/simmons


 

 

 

Simmons 
UNIVERSITY 

--llll COLLEGIATE PRESS Simmons 
UNIVERSITY Your partner in print and mail solutions 

WELCOME TO THE SIMMONS UNIVERSITY 
COPY & MAIL CENTER (powered by 
Collegiate Press) 

Through our website you can submit a copy or print 
job , Of"der stationery. order posters, obtain graphic 
design assistance, find special student discounts, and 
much more. 

Please select one of the links below to learn more 
about what we offer. 

Ei-i3'15if:fidii 

1ll!. COLLEGIATE PRESS Simmons 
UNIVERSITY Your partner in print and mail solutions 

WELCOME FACULTY/STAFF! 

WELCOME TO THE SIMMONS UNIVERSITY COPY & 
MAIL CENTER (powered by Collegiate Press) 

READY TO ORDER 

TUTOR IAL 

the Faculty/Staff portion of our website. The 
within Is designed to meet your specific needs. 

iss of activating all the features on the site, but 
REQUEST AN ACCOUNT test it out, and let us know what you think . 

• ............. , .. s-,,v .. ......... ,1y questions, don't hesitate to give us a call at 
617-521-2428_ 

Simmons 
UNIVERSITY 

HI, You are trying to access something that requires you to sign In with your Simmons account . 

Your Username 

I !v 

Q Your Password 

EWE 
~~ 

.. Need help? Contacl Itcbns!.!29Y al Sl!D!DQ!ll !.!Dllleri!I'l 

DIGITAL 
STOREFRONT 

TUTORIAL 

LOG IN PAGE 

• Go to: www.collegiatepress.com/
simmons, click on Faculty & Staff.

• Navigate to Send Us Your Print
Job, then click on Ready to Order
as shown.

• Enter your Simmons University
credentials.

www.collegiatepress.com


	 	 	 	 	 	

t'f HOME \. COtflACTUS @HELP ,. ENGLISH(UNITEOSTATES) - .1. SIMMONSCOPY/ MAILSAMPLEUSER. 

Simmons UNIVERSITY Search Product 

SHOP BY CATEGORY 

View All 

Print and Copy Projects 

Social Distance Displays 

Walls, Windows, Floors and Specialty 

Displays 

Club Cards 

Order Stationery 

Other Services 

Internal Services 
FEATURED CATEGORIES 

., -

CAMPUS PRINT CENTER 

• • WINDOWS (32BIT} 

.a "".'.!'.' =,~=--· ·" •~=--
• WINDOWS (64BIT} 

'MAC 

PRINT AND COPY PROJECTS 

Slngle sheet to multi page booklets 

Color or black and white 

Powered by Efl MarketDirect StoreFront vll.2.0.24787 

C 2004-2020 Electronics For Imaging, Inc. 

WAU.S, WINDOWS, FLOORS AND SP_ 

Large Displays and Special Materials 

ORDER STATIONERY 

To order Stationery click here. 

Terms & Conditions 

EFI Productivity Suite O 

If HOME \. CONTACTUS @HELP ,. ENGUSH(UNITEDSTATES) • .1. SIMMONSCOPY/MAILSAMPLEUSER • 

Simmons UNIVERSITY Search Product 

Copy 11nd Milil Cen ter 

All Categories 

Digital Printing (Short Run) 

Digrtal Copies 

CAMPUS PRINT CENTER 

WINDOWS {32BIT} 

ltJ WIHOOWS (64811) 

liMAC 

DIGITAL COPIES 

•. ... 
# 0~ 

9 . 
~ 

Printing of multiple page documents (induding stapled packets) 

IN THIS CATEGORY: 

II E, 
11111 11111 

COPIESB.S" X 11" COPIES8.5"X 14" 

1a (1) • 

COPIES 11" X 17" 

HOME PAGE 

• Select the product category from 
which you would like to order, and 
click Browse. 

•	 Select the specific type of product 
you’d like to order, and click on 
Buy Now. 



 

	 	 	 	 	 	 	

	 	

  

Upload Files 

SimmoosOSFTutorial-202D-p1.pdf 

378.89KB 

Ehl'iiM 

O SaveToMyFiles 

X 

No of Paye(s) a 

MME 

UPLOAD YOUR FILE 

• Click the Add Files button in the 
upper left. 

•	 Select the source of your files. This 
will usually be Upload Files. Click 
on Close. 

• Click the Add More Files button 
if you would like to submit more 
than one file. 

• When done, click the Upload 
button. 



	 	 	 	 	

 

 

 

	 	

 

	 	 	 	 	

Files 

smmon , DSF Tutorial· -

* Job Name 

• Quantity * Pages 

Job Specrflcatio ns 

.. Artwork Submission 
Preflight&Chedr.File 

~ Proof 
,::: NoProofR1qu,red 

w l Printing 
~ PrtntlnBlackandWhlte:Stngle 

D Media(Copy Bond 20#) 

A I Orientation 
..:..:J Ponrai! 

,, 1 Collate 
Callat•intoSe1s 

Staple 
No Stapkng 

Drill 

No DJ~I 

Lamination 
NoLatn,nation 

Call to Discuss 

0 Tabs 
No Tabs 

Special Pages 

Special Instructions 

Blank Pages 

0 

[D 

------------ 3.5lnches ------------

Simmons ~gi:::-RONT 
UNTVF. R STTY TUTORIAL 

a c.cuEG 'ITT:: f'uS\ -------

144 "' 

Simmons 
UN IV ERSI T Y 

1/ 1 

Simmons 
UNIVERSITY 

LOGIN PAGE 

• Gcim wwwa:,1~-pl'l'••u::cml 
-c:kiton Faculty&S~ 

• N~m S..ndl.kY ... P rff. 
.lab 1"'-'d.r::ko nRMdytoOrmr ....... 

• en., y,;,ur SirnnOR$ U.-ruy 
c:redenu 1h. . 

JOB DETAILS 

•	 When your files have uploaded, 
you will be shown an on-screen 
preview. 

• Enter a Job Name for your order. 

• Enter the number of copies you 
require under Quantity. 

• Choose additional options for your 
order under Job Specifications. 

• Click Add to Cart when finished. 

• Review your submission carefully. 
Click Agree when you are sure 
that your order accurately reflects 
your needs. 



 

 

t1f HOME 

Simmons UNIVERSITY 

Copy •nd Mtll Center 

CART 

Due Date THU April 16 2020 16:00 (ffi 

Products 

il!!2!i.!! 
Item Name: Copies 8.5" x 11 • 

.. CONTINUE SHOPPING Efrl#hi 

Powered by EFI MarketDirect Store Front vl 0.6.0.24335 

C 2004-2020 Electronics For Imaging, Inc. 

t1f HOME 

Simmons UNIVERSITY 

Copy •nd Mtil Center 

CART 

Due Date THU April 16 2020 16:00 fiii l 

• Rush fH may tM appUltd to jDb 

APRIL2020 

30 31 01 02 03 04 OS 

06 07 08 09 10 11 12 

13 14 15 111 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 01 02 03 

04:00PM 

(GMT·OS:OO)EastNnTl.,,.(IJS &Canada) 

HMM 

Powered by Efl MarketDirect Storefront vl 0.6.0.24335 

C 2004·2020 Electronics For Imaging, Inc 

\,. CONTACT US ii HELP ,. ENGUSH(UNITEOSTATES) ~ J. SIMMONS COPY/MAIL SAMPLE USER ~ 

Search Product 

Quantity Unit Price Total 

$0.04 $0.04 

Subtotal: 

Total: 
PricesubJecttochange 

$0.04 

$0.04 

Proceed to checkout to view final 0tder total. Including 

taxes. fees, shipping. 

PROCEED TO CHECKOUT .. 

Terms & Condit ions 

EFI Productivity Suite O 

\., CONTACT US ii HELP ,. ENGUSH(UNITEOSTATES) ~ J. SIMMONSCOPY/MAJLSAMPLEUSER ~ 

Search Product 

Quantity 

• Savelorlater 

■ Remove 

Unit Price Total 

$0.04 $0.04 

Subtotal: 

Total: 
PricesubJect tochange 

1=?(1)• 

$0.04 

$0.04 

Proceed to checkout 10 view final 0tder total. Including 

taxes, fees, shipping. 

PROCEED TO CHECKOUT + 

Terms & Conditions 

EFt Productivity Suite 0 

SHOPPING CART 

• Review the contents of your 
Shopping Cart. 

• Click on Due Date to request a 
date and time for your order’s 
completion. 

• When you’re ready, click on 
Proceed to Checkout. 



 

  

#f HOME 

Simmons UNIVERS I TY 

Copy and Mail Center 

• Shippi11<,1 

Select a shipping address & shipping options 

SHIPMENT1 

Please1~ta1h1pment1ype 

Internal Campus Delivery 

ADDRESS 

Add from Addrl!U Book 

• First Name· 

Simmons Copy/Mail 

"' Last Name: 

Sample User 

Address line 1: 

400 The Fenway 

Address line 2: 

Address line 3: 

City, 

Boston 

Country: 

United States 

S1ate/Province/Region: 

MA • Massachusetts 

Zip/Postal Code: 

02115 

Phone Number 1: 

Company: 

SIM18·Staff 

"' Email: 

a.boucek@fleu .edu 

Delivery Instructions 

n Save to My Address Book --You must click save to proceed with checkout. 

Uffi%iiiii:id 

~ CONTINUE SHOPPING 

Powered by EFI MarketDirect StoreFront vl0.6.0.24335 

C 2004-2020 Electronics For Imaging. Inc. 

\,,. CONTACTUS @HELP .1. SIMMONSCOPY/MAILSAMPLEUSER • 

Finish 

Products 

Tutorial 

Item Name: Copies 8.5" x 11" 

Oty UrutPnce 

S0.0-4 

Subtotal: 

Shipping: 

Total: 
Price subject to change 

Total 

$004 

$0.04 

$0.00 

$0.04 

PROCEED TO PAYMENT -+ 

Terms & Conditions 

EFI Productivity Suite O 

SHIPPING OPTIONS 

• Verify or update your shipping 
address and options. Information 
marked with an asterisk is 
required. 

• Click Save or Proceed to Payment 
when you are ready. 



  
 

 

 	 	 	

 
	 	

	 	 	 	

 

#I HOME 

Simmons UNIVERSITY 

Copy •nd Milll Center 

• 
How would you like to pay? 

PAYMENT METHOD 

Pleaseselectapaymenttype 

0 Budget Number 

BUDGET NUMBER 

• Budget Number. 

.. CONTINUE SHOPPING 

Powered by EFI MarketDirect Store Front v l 0.6.0.24335 

0 2004 -2020 Electronics For Imaging, Inc. 

• Payment 

\,. CONTACT US @ HELP .1, SIMMONSCOPY/MAJLSAMPLEUSER • 

Product s 

Tutorial 

Finish 

Item Name : Copies 8.5" x 11 • 

Qty Unit Price 

S0.04 

Subtotal: 

Setup Charges : 

Shipping : 

Total: 
Price subJecttochange 

$0.04 

$0.04 

$0.00 

$0.00 

$0.04 

PLACE MY ORDER -+ 

Terms & Conditions 

EFI Productivity Suite O 

PAYMENT 

• Enter your budget number. Do 
not include any dashes, spaces 
or other dividers. 

(Please note: you will not be 
able to submit your order 
without this step being 
completed – if your account 
is not available in the system, 
please log out and your order 
will remain in your cart. 

• Click Place My Order to finalize 
and submit order. 

• You will receive an email 
confirmation from Printcenter@ 
collegiatepress.net with your DSF 
order number, confirming that 
your order processed. 

• You will receive another email 
when the status of your order has 
been changed to approved or 
declined. 

https://collegiatepress.net



