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No=fica=ons	  
•  Once	  you	  submit	  your	  request,	  you	  will	  receive	  a	  
confirma=on	  email	  to	  your	  First	  Class	  email	  
address	  from	  UD	  Print	  Shop	  

•  Your	  principal	  or	  department	  head	  will	  also	  
receive	  an	  email	  no=fica=on	  that	  a	  job	  is	  awai=ng	  
his/her	  approval	  

•  Once	  approved,	  you	  will	  receive	  an	  email	  
indica=ng	  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)	  
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Frequently	  Asked	  Ques=ons	  

•  When	  do	  I	  start	  using	  this	  system?	  
•  Immediately.	  	  The	  tradi=onal	  three	  part	  print	  shop	  request	  form	  will	  no	  
longer	  be	  accepted	  by	  the	  print	  shop,	  effec=ve	  July	  1.	  

•  What	  if	  I	  need	  addi=onal	  training?	  
•  Please	  see	  your	  building	  secretary	  or	  pilot	  teacher(s)	  for	  addi=onal	  
training.	  

•  What	  if	  I	  experience	  technical	  difficul=es?	  
•  For	  issues	  with	  log	  in,	  connec=ng	  to	  Print	  Shop	  DSF,	  etc.	  please	  contact	  
Joe	  McGilvery	  in	  the	  Business	  Office	  (jmcgilvery@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	  Ques=ons	  

•  Why	  must	  my	  request	  be	  approved?	  
•  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-‐=me	  

•  I	  only	  have	  a	  hard	  copy.	  What	  do	  I	  do?	  
•  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	  I	  upload	  documents	  that	  are	  already	  
double-‐sided?	  

•  Single	  sided	  documents	  must	  be	  uploaded	  and	  then	  the	  op=on	  for	  
prin=ng	  back	  to	  back	  may	  be	  selected	  

	  



Frequently	  Asked	  Ques=ons	  
•  Can	  I	  s=ll	  make	  my	  own	  copies?	  

•  Yes.	  There	  will	  s=ll	  be	  machines	  available	  to	  make	  your	  own	  copies.	  
Walkup	  copiers	  will	  have	  sign	  in	  capabili=es	  as	  of	  July	  1st.	  

•  How	  will	  the	  print	  shop	  know	  if	  I	  need	  
stapling,	  back	  to	  back	  copies,	  etc.?	  

•  All	  op=ons	  currently	  on	  the	  print	  shop	  request	  forms	  are	  built	  into	  the	  
new	  digital	  system	  through	  the	  special	  op=ons	  selec=ons.	  	  You	  can	  also	  
type	  a	  note	  to	  the	  print	  shop	  operator	  through	  the	  special	  instruc=ons	  
op=on.	  

•  Will	  the	  system	  automa=cally	  re-‐orient	  my	  
document	  if	  I	  upload	  a	  landscape?	  

•  No.	  	  You	  must	  choose	  landscape	  for	  orienta=on	  since	  the	  default	  is	  set	  to	  
print	  in	  portrait	  mode.	  

	  



Frequently	  Asked	  Ques=ons	  
•  What	  browser	  should	  I	  use?	  

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

•  Can	  I	  upload	  mul=ple	  jobs	  to	  one	  print	  shop	  
request?	  

•  Yes.	  
	  


