
 

Login at the Mead Copy Center http://copy.meadsd.net
To Create an Online Order

1. Enter your Novell/Network password.

2. Select the Enter a New Order button .

3. Enter the Request Date for your order using mm/dd/yyyy.

4. Type in the Job Name or name of your document.

5. Now enter the Total number of pages followed by the Total 

number of copies you are requesting.

6.  Use the drop 

menu to select 

Paper Type and 

Paper Color.

7. Select any other 

options pertinent to 

your order: Staple, 

Hole Punch, 

Collated, Single 

Sided or Double 

Sided.

8.  If you have specific 

instructions for your 

order use the 

Additional 

Instructions 

window.

9. Click the Submit and Add 

Document button after reviewing 

your order.

10. On the next screen you will need to 

accept or trust the security certificate.  
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11. Now click on the Upload File 

button or simply drag and drop 

your document into the upload 

window. You will see your 

document name or a small preview 

picture depending on which option 

you select for the upload. 

12. Click Finished after your 

document is uploaded. 

13. You will now see the successfully 

ordered window. An email will also 

be sent with your order information. 

You may select Start a New Order or simply Exit the 

System.

14. To review your orders, from this point, select Exit 

the System.

15. Now click on the Copy Center icon.

16.  Once you are back at the main Copy Center screen 

select View your Orders.

17. Enter your Novell/Network Password and select 

Perform Find.

18. Your order information will now be displayed. The Job Status will read, “completed” if your job has 

been processed at the Copy Center. Also note the Cost of your order is available on this screen.
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