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Pamela Hyman – Director of Print Services

PRINT SERVICES 
ONLINE ORDERING 
SYSTEM
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TODAY’S TOPICS
• Print Services Overview
• Create an Account
• Place an Order
• Quote Orders
• Manage Your Print Orders
• UB Branded Stationery
• Mailings
• New Services
• Ordering Tips
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Campus Mail Center, North Campus.

Monday – Friday, 8 a.m. to 4 p.m.

Faculty/Staff parking lot behind our 
building facing Millersport Highway.

Grab and Go pick up station for easy, 
quick, and contactless order pickup.

Shipping to all 3 campuses via Campus 
Mail.

Printservices@buffalo.edu
***BEST WAY TO CONTACT US***

716.829.3528

Print Services Overview

mailto:Printservices@buffalo.edu
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buffalo.webdeskprint.com

Create an Account

Note: UBIT 
credentials needed 

for registration.

Note: Useful links at 
the bottom of our 

homepage.

Select the 
Site/Department that 

best fits your UB 
affiliation.
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Place an Order
Steps
1. Select Category
2. Select Finished Size
3. Print Order Information
4. Finishing
5. Attach Files
6. Billing and Delivery

Design 
Services Now 

Available!

Don’t see a category that fits your project?
Email us at Printservices@buffalo.edu for assistance.

mailto:Printservices@buffalo.edu
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Copy Orders include sizes 
8.5x11 up to 12x18.

Poster Sizes include 18x24 and up. 
Anything smaller should be submitted 

as a Copy Order.

If you need a smaller size than what is 
listed for any given category, select the 

closest one and let us know in the 
Special Instructions what size you 

need!



‘-

7

OK As Is – Proceed with Project
 approval to use your file converted to PDF by the system.

Not Approved – Make Changes and Send Proof 
 small changes needed, proof sent, original file will be used.

Not Approved – Make Changes and Proceed with Project
 small changes needed, no proof sent, original file will be used.
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We accept UB 
account numbers: 

State 
123456 or 123456-12 

Research Foundation
1234567-1-12345

UB Foundation
1234-123456 
or 0-12345

Paying for an order with your 
personal credit card? We will send 

you the link to process your payment 
via UB Marketplace.
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• Select the category you wish to receive a quote for

• Make your order selections to the best of your ability

• At the end of the order form, select Save As Quote

• We do not monitor Quote Orders, but if you send us an email, we will 
check your order over for accuracy so you can stay on budget

• If the price is right, simply log back in and view your order from your 
My Orders tab under the top navigation and view the order you wish 
to proceed with. Make any necessary changes and submit your order.

Quote Orders
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Orders can be tracked from start to finish from your My Orders List found 
in the top navigation.

Reorder the same thing weekly? Every semester? Select that previous 
order, View it, and Copy it, Replace files if necessary, and Submit! All your 
previous order information will be pre-populated. 

Manage Your Print Orders
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Managing Multiple Accounts
Are you in charge of managing multiple accounts and need to see orders others have placed? Email 
us at Printservices@buffalo.edu and we will give you Admin permissions to view other accounts.

Once the accounts have been added to your profile, you can view them all from your My Orders list. 
You must uncheck the box “My Orders Only” then you will see all accounts associated with your 
profile.

Note: Must uncheck 
My Orders Only to 
see other accounts

mailto:Printservices@buffalo.edu
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• Business Cards have a set template for 
the front, but you have various options 
for the back side. 

• Letterhead and Envelope options 
include the Master Brand or Unit Brand

• Envelopes come in various sizes

UB Branded Stationery
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• We offer mailing services via Campus Mail or USPS

• An excel spreadsheet can be uploaded with your Envelope or Postcard order

• Mailings sent via Campus Mail must include separate columns for Name, 
Department, Room Number, and Building Name

• Mailings send via USPS are sent either Bulk Rate or First Class. Your mail list will 
be processed according to the USPS standards in place for either option

• A Campus Mail Services Request form will need to be filled out for your mailing. It 
can be found at www.buffalo.edu/campus-mail 

Mailings
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• Design Services – We now have a designer on staff who can help bring 
your ideas to life! Starting from scratch or minor tweaks? Place your 
design order today! Projects include but are not limited to; brochures, 
postcards, and flyers!

• Die Cutting – Want a special shape cut out for your next project? This 
new machine can cut it out for you! We have tested it out with tent cards, 
mini boxes, and stickers. Have ideas for your next project? Email us at 
printservices@buffalo.edu 

New Services

mailto:printservices@buffalo.edu
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• Have a print ready file 
(crops and bleeds when necessary)

• Check the UB Brand webpage for helpful templates

• Turnaround time for most orders can be 1-2 business days 
for pickup at Print Services (allow extra time for delivery)

• Ensure your account number is correct

• Select the proper due date when submitting 

• Check your file for errors

• Make sure your request is clear and concise, 
so, we can begin production of your job as soon as possible

Ordering Tips
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THANK YOU!
How did we/I do? 

Take the Session Survey on your smart 
device using the QR Code on your schedule.
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