
SMU Faculty and Staff Web to Print 
User Instructions 
 

1. Click on My Account and create your personal account by clicking Register. 
Fill in your information and click Continue. 
 

2. Click the Home tab. 
 

3. Choose a school from the Categories list on the left or click the logo you would 
like to order. Next, click on the product you would like to order. Then click the 
Select button beneath the product to continue. 
 
If there is an existing product in progress, a message will appear: 
…already exists in your workspace. Do you want to add a new version to your workspace? 
 
To continue to the existing product, click the My Workspace button and select 
in-progress product. To add a new product, click the Add Version button.  

 
4. Complete the imprint fields and click Update to view your online preview. To 

revise, click in the imprint field you would like to change, make changes, and 
click Update again to view the changes. If desired, click the pdf icon to 
download a pdf of the online proof.  

 
5. Click the Order Now button to proceed to the proof approval screen. 

 
6. Proofread your document carefully (if you need to make a change at this time, use your 

browsers back button and repeat steps 4 & 5). Scroll down below Preview section to 
read the Online Proof Approval and Click “I Agree”. Then choose a quantity or 
other options when available. Click Add to Cart. 

 
7. Click Check Out. Do not click “Checkout with PayPal” button. 

 
8. Confirm shipping address, add any required comments and click Continue to 

go to the billing information screen. 
 

9. Choose purchase method of Billing (cost center required) or Credit or Debit 
Card (Processed securely by PayPal), add any required comments and click 
Continue to go to the order confirmation screen. 

 
10. Click Confirm Order or if using credit card, fill in required information then click 

Confirm Order. You will receive an email confirming the order was submitted 
for processing. 

 
 
 

For optimal store performance please use Firefox or Google Chrome 

http://www.mozilla.org/en-US/firefox/fx/
https://www.google.com/chrome

