
Print Shop Pro WebDesk
Online Ordering for Lane Printing/Graphics

pspweb.lanecc.edu/PSP/app

Enter your L# & passphrase

A fi rst time user 
will land here to 
complete your

user profi le.

Update your:

• Phone no.
• Site (at Lane)
• Site Address 

(building & room)

Click the 
“Update” button 
to save the info. 
to your profi le.



IMPORTANT: Before using PrintShop Pro you need to be activated.

1. After upating your profi le, email “Printing & Graphics” 
with your FOAP(s) that you will use for printing. 

2. Once we have added your FOAP(s) to your account 
we will email confi rmation of your activation. 

ONLY after “Activation” you will be able to start placing orders.

Once activated, you will be 
presented with this screen 
on login, and “Continue” 

to the main menu.
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Placing a Quick Print Order

Sample “Quick Copy” order

Choose your size

From the New Order menu click 
“Printing Order” to get started
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Placing a Quick Print Order

Select paper options

You have the option to add 
covers to your print order
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Placing a Quick Print Order
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Placing a Quick Print Order

Select basic bindery options

Summary of your choices. 

Add any notes
about your order in the box

provided and “Continue”

Attach your documents or complete
 the order and send hard copies to

 P/G along with your Job Ticket



7

Placing a Quick Print Order

Select your FOAP.

Your delivery date & time 
and editable

Print your Job Ticket



8

Placing a Quick Print Order

You can also print the Job Ticket 
from your Order Summary
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Placing a Quick Print Order
Lane Community College - Printing/Graphics
4000 East 30th Ave
Eugene, OR 97405

Job Ticket

26660
Priority: MediumPh: 541-463-5372 Fax:

Created Date 4/19/2016 Requisition # Originator Neil Isaacson

Status Submitted Needed by 4/20/2016 Designer

Job Name English 101 Ship to Phone 541-463-5372 Recipient

Site/Dept Printing & Graphics (Neil Isaacson)
Account #('s) 000000-000000-000000-000000 Approval: Copyright Approved

ORDER

# Sets 10 Proof Required Sheets per Set 12

Category Quick Copy Graphics Work Required Collate # Pads 0

Finish Size 8-1/2 x 11 Color Printing Score Perforate

Add-ons:

BINDING CUT FOLD DRILLING

Staple 1 Top Left None None 3 Side (4)

STOCKS

Sheets #UP Originals Stock 2Sided Resource Color Imp's

10/set
(100)

Single 10 /10 20# Bond White 8-1/2 x 11 2Sided Xerox D110/D125 Copier 100 /100

(Main Paper)

1/set (10) Single 1 110# Index Blue 8-1/2 x 11 Xerox D110/D125 Copier 10

(Front Cover)

1/set (10) Single 0 110# Index Blue 8-1/2 x 11 Xerox D110/D125 Copier 0

(Back Cover)

INSTRUCTIONS SHIPPING

Packaging None Distribution

Notes Ship To Ship to Other
Neil Isaacson
Building 7
Eugene, OR 97405

Delivery Note

FILE ATTACHMENTS

There are no files attached to this order.

APPROVED BY

Signature Date OrderID 26660
Print Date Price $9.56

4/19/16 10:00 AM
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Placing Other Types of Print Orders

For more extensive print 
needs choose Print Order.

Select the type of order

This example is for  
Color Copies
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Placing Other Types of Print Orders
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Placing Other Types of Print Orders

To experiment with 
the ordering process, 
or to get basic prices, 
you can progress all 

the way to this screen. 
Click “Finish” only if 

you are ready to place 
an order, or “Save as 
Quote” if you want to 
place the order later.
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Copying a Previous Print Order

To reorder a previous print job select “My Orders” from the menu bar.
Find the order you’d like to clone and select “View” from the far right.

The search function allows the user to find orders in a variety of ways.

From the “Order Detail”  
click “Copy Order” to  
begin the new order
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Copying a Previous Print Order

At this point you can 
rename your order if 
different, change the 
quantity, or edit the 

paper stock. 

Click “Save”

Any attachments to orders are saved in the  
Print Shop Pro system. When copying an order,  
if your file has been updated you can delete the  

attachment and add a new one at this step.
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Copying a Previous Print Order

Click “Submit Order” to  
complete the reorder.




