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Quick Start Guide
Staples Copy & Print Online



Getting Started

Accessing Staples Copy & Print Online

To access Staples Copy & Print Online Print Online, navigate your
Web browser to http://www.staplescopyandprint.ca/

wre= = Copy:PrintCentre

T SRR SCOOTEDRTL )

S o — s ool You must log in to access your account. Enter your Username and
: Password in the provided fields and press the LOGIN button. Upon
Login successful login, you will be taken to the Home page of your
account.
Returning User New User If you FORGOT YOUR PASSWORD, use the appropriate link to go to

_Login to your account

retrieval page.

Usarname
Passwan: Don't have an account?

Sign up today it's fast and easy
Remember We? 7

Forgot your usemama cf passwond?
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Create document

== === Copy:PrintCentre

S - - " COCUBITNT FORMATS

To create a document, you must first upload the file to be printed to the Staples server. Select
one of the methods provided:

Print from your desktop — You can print directly to Staples Online from any standard
application by installing a Copy & Print Online print driver. Choose this method to download
the driver and learn how to install it.

Please note, that Staples Copy & Print Online driver requires Adobe Acrobat or Acrobat Reader 5 or later
to be installed onyour computer. You can obtain a free copy of Acrobat Reader at Adobe’s
website:http://www.adobe.com/support/downloads.

Upload a PDF file — If you already have one or more PDF files, or are using a computer
without the Copy & Print Online print driver installed, you may upload the files directly through
the Web browser using this method.

Make your selection to continue.
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Create document

Print from your desktop
The download and installation of Staples print driver will start automatically. If you're having trouble with installation, refer to instructions on this web page for help.

== _ws#_Copy:PrintCentre i Step 1. Download the Driver P — %
When you enter the Print from your desktop page, 0 you mant to open o save this flo?
click the Download and Unzip link to proceed. After | B i
it i otie GuEbo you have saved the zipped file to the location you Fiom: spiosconsia utiert.con
e D S & 5 vt s e indicated, you will need to unzip the file. Please see e | | |
the Print Driver Manual for further reference. [l k. cpring i o e
L e

Step 2. Install the Driver

Once all the print driver files are downloaded and
unzipped, you then run the SETUP.EXE to install the
print driver. Follow the instructions given by the
installer. Please see the Print Driver Manual for
further reference.

Step 3. Open your document

After installation is complete, open the file you want
to print, in the program that created it. Review the file
to make sure it is ready to be printed.

Step 4. Choose File - Print... pain ]
Choose File —= Print or press Ctrl + P to open the e [ tmmcor e B (o)
print window. Select the Staples Copy & Print Online e L
Print Driver, named via Staples Copy & Print el .
Online, from the Printer Name drop-down menu. Olmpes] B 7 :
Click OK to start printing. o B T e
L1 PR ——

The print driver will make a PDF file and open a S g d
Staples Copy & Print Online browser window. The S - -

ordering process will continue from there.
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Create document

Print from your desktop: Print new document

When the new browser window opens, the Print new document page is displayed. You are now ready to create your printing document.

(At this time, the newly created PDF file is still on your computer.)

Contact us
Logout

&% Copy:PrintCentre

lescopyandprint.ca

Print new document

The "Copy & Print Online” printer driver is uploading a file. You can create a new
document with this file or add it to an existing document

Name your new document Is this part of an existing
document?
Microsoft Word - Mac Print_driver in| You can add your newly printed file to another
Copy & Print Online” document by choosing a
™ | confirm that | own the copyright to, or have permission to copy the name below.
- material | want printed. Add to the following document:
- [Select...
*COPYRIGHT MOTICE: Staples Business Depot takes copyright seriously m

Copyright includes the sole right to reproduce a work, or a substantial part
of it_ Original literary, dramatic, musical and artistic works {such as books
magazines, manuals. photographs, paintings. sheet music. etc ) are
protected by capyright. The periad for copyright protection differs

depending on the type of work and who created it. For most works, the
period begins with the creation of the work, and extends for the life of the
author plus 50 years from the end of the calendar year in which the author
died. Works protected by copyright may be copied on this photocopier
only if authorized by the copyright owner or an authorized agent of the
copyright owner. or if permitted by the Copyright Act. Under the Copyright
Act. it is not an infringement to reproduce less than a "substantial part” of
a work. VWhat constitutes a "substantial part” can be difficult to determine
as the amount copied is only one factor. The Copyright Act also contains
exceptions ta infringement Far instance. capying for the purpase of
research or private study daes not infringe copyright Mor does copying for
the purpose of criticism, review and news reporting. provided certain
conditions are met. These and other exceptions are set out in the
Copyright Act. Staples Business Depot relies on its customers to respect
copyright. but does reserve the right to refuse to fulfill a copy request. or to

Step 1. Name your new document
Give your document a name that will help you identify it later. The name
can be anything and does not have to match the name of PDF file.

Step 2. Choose the type of document
Choose the option that best describes your document:

Choose Multi-page document if your print document will contain several
pages,

Choose single-page document if your print document is only one page
long.

Press the CREATE button next to your document type to continue.

If the new browser window displays the Log in page, simply fill in your Username
and Password, press the LOGIN button, and you will be taken to the Print new
document page.

For detailed information on this item and its functionality,

allow others to make copies, if in our judgment an infringement of copyright
may occur

Microsoft Internet Explorer

L VE Pleass confirm that you own the copyright £o, or have permission ko copy the materialin the Fle(s) you want ta send.
.

You must check this box before continuing. If left unchecked, you will receive

this pop up message to remind you to check it off.

> please see Using Your documents section later in this guide.
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Create document

Print from your desktop: Review your file

— A proof of the PDF file created by the print driver is displayed in the
p—— ! Logout Acrobat window. Check file's content for errors, look for any problems
&= Copy:PrintCentre caused by the PDF conversion.

Tt www.staplescopyandprint.ca

Review the proof carefully: this is how the file will look when printed. If

Microsoft Word - Mac Print driver instructions.doc: Review your needed, you can print the PDF file on your printer, by pressing the printer

. icon in the Acrobat toolbar.
file
Tao print a proof of your file, select the printer icon from the Acrobat toolkar TO CONTINUE, CONFIRM: |f Changes need to be made preSS the MODIEY button to Open the
To edit or correct your file. simply click "Modify” and make changes in your I have permission to copy this material. - . T ) . . . .
application. Then submit again by reprinting to the "Copy & Print Online” printer I have proofed this file Ol’lglnal file (nOt the PDF VerSIOn) In its native apllC&tIOn. You will be |Ogged
[ Modify | Accept | out and the current PDF file will be discarded. To submit the updated file,

simply re-print it using the via Staples Copy & Print Online printer.

If you're satisfied with the PDF file, press the ACCEPT button: a small
popup will appear, veryfing the upload; click OK to continue.

PO e in NG K ool & L= [
.IF\nd s

Microsoft Internet Explorer x|

g @ Click. OK to begin transferring this File to the server,
Copy:zPrintCentre o | ol |

LRSS S e da P Py www.staplescopyandprint.ca

By clicking ACCEPT you confirm that you have reviewed and approved the PDF
and acknowledge that you have permission to copy content of this document.

Staples Copy & Print Driver Installation/Removal
Instructions for MAC OSX
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Create document

Print from your desktop: File added

Comtactus Upon successful! upload, you're taken to the File added confirmation
% _Copy:PrintCentre Logout page. The PDF file is now stored on the Staples Online server, and can
easily be accessed at a later time by using Your documents button in the
Create Document  Your Documents  Order History navigation bar.

Press SPECIFY DOCUMENT button to continue.
Microsoft Word - Mac Print driver instructions.doc: File added

Microsoft Word - Mac Print driver instructions.doc has been added to Microsoft Word - Mac Print driver
instructions.doc and has been saved in Your documents.

Your document Add another file to your document

PREVIEW FILE “ou can add a file to your document in one of three ways.
r— Wicrosoft Word - Mac Print dri... A mEiing e DFK MeeE
14 pages @4@ Return to your deskiop applcation
and submit anather file by printing

to the “Copy & Print Oniine” printer

1 2, Add afile

@ Ciick the "Browse” buttan below o
Click this button to continue chaasing your persanal document production options q B K B I e
for & fie, then cick “Upioad

[ Bowe

3. Add a file from your . . . . . . - .
%@ documents » For detailed information on this item and its functionality,
> ¥ou can add a file that you have . . . .
akeady submisd to Cony & et please see Using Your documents section later in this

Oniine by browising Your
documents. Click the bution
below and choose one or more.
files from the pop-up window

Browse Documents]

I 22 Windows Live Mes
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Create document

Choose production options

Use the options provided on this page to add print and production features to your document.

| Contactus
Help

Copy:PrintCentre

www.staplescopyandprint.ca

Home [CresteDocument” Your Documents Order History

Choose document production options

Document name Quantity $13.72 per copy

IMiUDSDﬁ: Word - Mac Print driver in g $13.72 total
“This is an estimated total

price

[ Save & Exit ]

= G2 Copy:PrintCente

Front cover

T Mone
 Standard frant cover

[io erinting =l

| White, 90-Ib. Index =
# Premium front cover

G | ) Front cover, Page 1

L — | |

Back cover Go to page of 14
# None
 Standard back cover

[z zrinting = |

[ white, 50-Ib. Index JE2 | View PDF «

" Premium back cover

[clear =

~ Laminate/Cut/Fold/Other

Document name
You can change the name of your document here, if so desired.

Quantity
Enter the number of copies of the document you want to order.

Document style
Use these panels to specify paper type and color, or to add features such
as page tabs and document covers. Open a panel by clicking on its name.

Any options you select will be reflected in the document preview to the
right of Document style panels; use the slider underneath the preview to
navigate from page to page.

When you're finished with your selection, press ORDER DOCUMENT
button to continue.

The document you create can be ordered immediately or at a later time. To save
the document and exit the order process, press SAVE & EXIT button. All
production features selected will be saved as well.

Saved documents are stored for 30 days and can be accessed by pressing Your
documents button in the navigation bar.

The displayed price will automatically adjust as you add features or change guantity
of copies.

If, at any time, you'd like to view the unchanged original PDF, use the VIEW PDF
link (file will open in a new window).

Note: If your document consists of several PDF files, the top-most file will be open
when VIEW PDF link is clicked. Use the arrows on the left of file thumbnails to
change file order in the document.
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Placing order

Step 1: Your order

Review your order.

Yourorder  Contact s Type of order (Pickup or Delivery)
=z ¥==_Copy:PrintCentre Your choice of delivery options depends on your preferred Print Centre
location (the location you chose is pre-selected). Use the drop-down list to
N s A select another location.
Your order Review the print options for your document in the SPECIFICATIONS
o sdteg 8 docu column of the Documents section.

To change the quantity of document copies, write a new amount in the
QUANTITY field, and press UPDATE QUANTITIES button.

PREVIEW DOCUMENT QUANTITY SPECIICATIONS PRICE

el ! A When you're finished reviewing the order, press CONTINUE button to move
R T - - to the next step.

Colour Lag

94 Brght, 286

D T 1Tab Tab Banks {1 @ 5150
Tab 1 before page 3 Tab Typesetting ( 1 @ 50.00 ) 50.00

john 1 85 %11
16 pages
Single Sidod, BAW

5000

5150
50.00

Tab Danl
Tab Typesetiing | 3 §

52 62 for 1 sets
52 62 per copy

Sub.total §7.54

[ Upaste Quanstes ] Continue
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Placing order

Step 2: Review order summary

Your orser | Contact s Review your order. If you need to make changes, use the Modify your

Help

wam == Copy:PrintCentre Looos order link; this will bring you back to Step 1: Your Order page.

wwm slapiescopyace

Home Create Document Your Documents Order History Reporls

Use the BACK button to return to the previous step.

Review order summary Once you confirmed the accuracy of your order, press ADD TO CART
Plesse sy Uhe qusntity and document production oplons thet you e selectod 83 Uhey canmot by changed beyond this po button to add the documents to your Staples main shopping cart.
PREVIEW DOCUMENT QUANTITY SPECIRCATIONS PRacE
pub for peppel 1 BEx 11
B pages
Sngle S §2 44
Calowr L £0.00
'3 1 Tab 5140
Tab 1 before page 3 $000
S 44 for 1 mets
£4.44 per copy
e pwors ; 15
) Single Ssded, BAW $160
Colowr Laser, 98 Bnght, 28-1b. 0.00
4 3 Tab $150
Tab 1 $000

T
Tab 3 bel

310 far 1 nets
53 10 par copy

[ o T naiocan |

Please verity the quartity and document production opticns that you have selected ns they
cannet be changed beyond this paint
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Overview of Staples Copy & Print Online
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Overview of Staples Copy & Print Online

Logging in

Copy:PrintCentre

‘www staplescopyandprintca

Print Online Services

Login

Returning User

Loginto your account

Username;

Password:

Remember 11e? ¥

Forgot your username or pas:

Login | Sign-Up | My Shopping Cart B Frangais

ContactlUs

New User

Don't have an account?
Sign up today it's fast and easy.

Home Print Onine Services Locations  Contact Us FAQ Logn Sign-Up Frangais Terms of Use Privacy Policy

Copyright © 2008 S

To access Staples Copy & Print Online Print Online, navigate your Web
browser to http://www.staplescopyandprint.ca/

You must log in to access your account. Enter your Username and
Password in the provided fields and press the LOGIN button. Upon
successful login, you will be taken to the Home page of your account.

If you FORGOT YOUR PASSWORD, use the appropriate link to go to
retrieval page.

If you do not have an existing Staples Copy & Print Online account, create one by clicking the Signup button, which

will take you to the registration form.
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Overview of Staples Copy & Print Online

Navigation

The navigation bar appears at the top of all pages in the site, and provides an easy way to move between the site’s sections.

Contact us
Help

s @&e Copys:PrintCentre Logout

‘www.staplescopyandprint.ca

Create Document “Your Documents Order History Reports

Home
Use this button to return to the Home page.

Create document
Start at this page when you need to create and order a new document to print.

Your documents
Documents you create when using the website are stored here for 30 days. If a document doesn't get
added to an order during that time, it will be deleted.

Order history
All your order activity can be viewed here.

YOUR ORDER

When you add a document to your order, this link will
serve as a reminder of the open order’s status. The
number of documents in the order is displayed
underneath. Clicking on the link will bring you to Your
order page.

CONTACT US

If you encounter a problem using any of the site’s
features, or have comments or questions, use this link
to access Contact Us page.

HELP

Use this link to access the manuals for assistance with
submitting, modifying, or ordering documents. Aslo
FAQ cna be found here.

LOGOUT
Use this link to log out of your Staples Copy & Print
Online account.
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Overview of Staples Copy & Print Online

Create document

This page is the starting point when creating a new document to be ordered.

w=_#5%_Copy: PrintCentre

CRTR DRTG EOCHNATS

BOCYENT M2EY

To create a document, you must first upload file/s to be printed to the Staples Copy & Print
online server. You can do so by choosing one of the available methods:

Upload a file — If you already have one or more files for your order, or are using a
computer without the Staples Copy & Print online print driver installed, choose this method to
upload the files directly through the Web browser. (over 250 supported document formats)

Print from your desktop — You can print directly to Staples Copy & Print online from any
standard application by installing a Staples Copy & Print online print driver. Choose this
method to download a driver and learn how to install it. For detailed insrtuctions on using this
method, refer to the Creating document section of this guide.

Order existing documents
If you'd like to order a previously created document, use this link to access Your documents
page, where these documents are stored.
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Overview of Staples Copy & Print Online

Upload a file

Use this page to upload files directly to Staples Copy & Print Online. WebPrint accepts more than 250 file formats. To check if your file format is supported, you can upload up to
10 files as part of a single document on this page; additional files can also be added while setting your Document Production Options. Use this option if you don't have the
Staples Copy & Print print driver installed on your system.

Instructions:

= _ === _Copy:PrintCentre

Click the 'Select file(s)' button.

Select the file(s) you want to upload into a document. To
select multiple files for your document at once, hold
down the Control button on your PC, or the Command
button on your Mac, while clicking the files.

Click 'Open’.

Check off the 'Copyright' button after reading the notice
and then select 'Create' to continue.

Note: All files uploaded before clicking 'Create' will be
merged into one document. If you wish to create

multiple documents you must upload the files individually
and click 'Create' after each upload.

Microsoft Internet Explorer

|§ Pleass confirm that you own the copyright £o, or have permission ko copy the materialin the Fle(s) you want ta send.
.

L
You must check this box before continuing. If left unchecked, you will
receive this pop up message to remind you to check it off.
IKON WebPrint Quick Start Guide | Proprietary | Copyright © 2004-2012 IKON Office Solutions, Inc. All rights reserved. 15
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Overview of Staples Copy & Print Online

Your documents

Documents you create when using Staples Copy & Print Online are listed here. Each document is stored at the site for 30 days and then deleted. If you order one of the
stored document before the 30-day limit, day count will change to start at the order date.

DOCUMENT
wo=_ 5= _Copy:PrintCentre Clicking on a document title will open a detailed view of that document.
PAGES

Amount of pages in a document are shown in this column.

Your documents

R0 90 O GRS WA g FHGEONS i Do o are Pl B o M. Usoesored oot W B 4hed ot Yo SvCinant e DATE

o Shows the date a document was last modified. Every time an existing
document is modified, the displayed date will change accordingly.

1 you would like to save your documents permanently, please select the checkboxfes) and then click the SAVE buttan

Document v Pages  Dats ACTIONS: CREATE DOCISMENT

DETAILS
Click on this link to open a detailed view of the corresponding document.

ADD TO ORDER (link)
Use this link to start an order with the corresponding document added.

Ol | ey | Ok | OO

ADD TO ORDER (button)

[ Save | Dolote ] Adil Ta Oidar | To add several documents to an order at once, check the box before the
title of each document you're adding, then click the ADD TO ORDER
button to proceed.

CREATE DOCUMENT
Use this link to begin creating a new document.

o | FYint Onfing* Servicen | LoGaons | Lontect Uy ' FASH Tour Ascount
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Overview of Staples Copy & Print Online

Using your documents

You can use Your documents feature of Staples Copy & Print Online for more than just storing documents from your previous orders: re-order these documents will take less
time. You can also retreive PDF files from previous orders to add to the document you're working on right now. At various times while using the site, you may encounter
different ways of doing so.

When uploading a PDF file to the site using Staples Copy &
Print Online print driver, you can add the file to an existing
document. Simply select the stored document’s name from a
drop-down menu and press the ADD button.

e = Copy:PrintCentre

Print new document
. -y PR

I this part of an existng
e

Once a new PDF file has been uploaded to a document, you can add additional

=T Y= Copy - PrintConte files to the document prior to specifying the production options.

R e e

1. Add using the print driver
MicESuoft ord Zhas PN cHiver INSEVEHONd0u £V Added Submit another file by printing it directly to Staples using the print driver.

2. Add a File

If you already have a file you want to use, press the Browse button to locate
that file on your hard drive. Press UPLOAD button, to begin uploading the file to
Staples.

3. Add a file from your documents

Use this when the PDF file you want to add is already at the site, uploaded
during previous order. Press BROWSE YOUR DOCUMENTS button to open a
new window, with all files and documents listed. Make your selection to add one
or more of these files to the current document.
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Overview of Staples Copy & Print Online

Order history
All orders you've placed using Staples Copy & Print Online are listed here.

Contact s
Halp

wes whe Copy:PrintCentre oy

e STREOTRILCE

Home  Create Document — Your Documonty  SORISEINSIBNS  Floports

Order history

This page contans @ lrst of orders thal you have placed. The lop section [ists orders thal ave 3t in progress, The curment status 13 ksted next 10 sach crder. The bottom
‘saction ists orders that have besn completed for you previously

Crdar Humber Order Date Status Total Price  ACTIONS
Previous orders

e All erders =|§15 perpage =

Ordar Hunber Order Data Total Brice ACTIONS

oime | Print Online - Seevicss  Latat
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