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Example of Marywood Portal Ordering
1. Go to www.pdqprint.com
2. Click on “customer login” at the top or 

below the scrolling image
3. At the login screen enter your user 

name and password. If you do not 
already have a user name and pass-
word, (do NOT use  Create an Account) 
for correct billing purposes please 
contact dedra@pdqprint.com to have 
one setup. You will receive a user 
name and temporary password. The 
first time you login please click on 
user profile on the left side to change 
your password.

4. Scrolling down are predetermined 
ordering items. If what you need is 
not listed, please choose New Order. 
This example with use Black & White 
Copies.
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5. Enter the job information in 
the fields. Fields that require 
information to place the order are 
marked with “*required”.  Fields 
are either manual entry, dropdown 
choices or radio options. For 
dropdown lists, what is seen in the 
dropdown window is the option 
being chosen. Radio options are left 
unchecked if not wanted or checked 
for the choice desired.

6. Hard copy or file upload must be 
chosen. When supplying a hard copy, 
please print out this order form, 
attach to the hard copy and take the 
hard copy to the Printshop for pickup.

7. Click ADD TO CART button to add 
the order to the cart. You will be 
able to review the order before final 
submission. 

Example of Marywood 
Portal Ordering

continued
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8. The image to the left is what the 
order looks like in the cart. Please 
review the information to be sure 
it is correct. Click the MODIFY 
button if any changes are needed.

9. If there are additional orders for 
the same budget number, click the 
CONTINUE SHOPPING button to 
order additional items.

10.  User’s specific information will 
automatically appear in the boxes 
shown to the left.

11. Budget # will either autopopulate 
or need to be chosen from a 
dropdown list.

12. Due Date is required. Please allow 
a minimum of 1 day for copy jobs. 
Some items and choices may 
require additional time.

13. Order & Proof Approval: PLEASE 
review all order information and 
online proofs.

14. Click send to submit order. NAME (REQUIRED)

COMPANY

DEPARTMENT

CITY, STATE ZIP

PHONE NUMBER

E-MAIL ADDRESS (REQUIRED)

BUDGET # (REQUIRED)


