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Campus graphics “quick 
copy” ordering

Registering on the campus graphics website

• You can get to the Campus Graphics website from both the Hancock 
website and the myHancock portal.
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Registering on the campus graphics website

• Click on either of the Campus Graphics links. The link from the portal 
will bring you directly to the Campus Graphics website. The link from 
the main Hancock website will bring you to a Campus Graphics 
information page, from there click on “submit order online”
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Registering on the campus graphics website

• Click on ”Register” in the top right corner of the Campus Graphics 
website and then fill out the registration form.

• For the site field put in your Dean (Faculty) or VP (Staff)
• For the mailstop area put the location of your mailbox and specify which 

campus and building it is located at. (For example: Language and 
Communication Dept. Santa Maria Campus, BLDG C)
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Registering on the campus graphics website

• After filling out the registration form click register. The site 
administrator will assign a budget code to your account based on the 
site you selected. 

• Once a budget code has been assigned to your account it will be 
ready for ordering. If you have any issues logging in please contact 
Robert Nourse at ext. 3249 or rnourse@hancockcollege.edu
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Submitting a quick copy order

• Log in to your account from the Campus Graphics Website and click 
on New Order located at the top left of the page. Select ”Quick Copy” 
from the drop down menu.
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Submitting a quick copy order

• Select the size of the paper you wish to have your order copied on
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Submitting a quick copy order

• Fill out the fields of quick copy order form. 

• “Number of originals” is the number of pages in the document that 
you are copying. If you are submitting a hard copy with printing on 
both sides each side counts as an original. It is very important that the 
correct number of originals is put into this field. Failure to do this will 
result in a job being bounced back and or cancelled.
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Submitting a quick copy order

• After filling out the first page of the order form click ”continue” to go 
to the binding options. On this page you can select stapling, cutting, 
and or 3 hole punching.

• You may also add any special instructions on this page
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Submitting a quick copy order

• After selecting the binding options click continue to attach a digital 
file to your order. If you are submitting a hard copy for copying click 
“No-skip attaching a file.”
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Submitting a quick copy order
• After uploading your digital file (or skipping the upload) you will be 

brought to the final page of the order form. On this page you will 
select a due date, shipping preference, and provide any additional 
billing info if needed.

• Ship to Site means the order will be picked up by your department and 
put in your mailbox. Hold for pick up means that you wish to pick up 
your order at the printshop. Note: orders with “hold for pick up” 
selected can only be picked up by the person who placed the order.

• Click Finish to complete your order submission. If you are submitting a 
hard copy please print out a job ticket, attach it to your document and 
then drop it off at the printshop. If you uploaded a digital file you do 
not need to print a job ticket.
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billing

• After your job is completed and picked up you will receive an email 
showing the total cost of the job. 


