
University Print
Student Orders



UPM is now taking Student Orders

Some of the items we can print for classes, campus clubs 
and events:
• Large format posters for presentations and events
• Color Copies and Flyers
• Black and White Copies
• Brochures
• Coil-bound and saddle-stitched booklets
• Business Cards (for class assignments)
• Lamination Services



First step is to create a 
Print Shop Pro student 
account.

Starting at the 
University Print and 
Mail Homepage, 

(https://www.csus.edu/admini
stration-business-
affairs/university-print-mail/) 

students should click on 
one of the two Student 
Print Orders links. They 
will be taken to a page 
with a link to register 
and helpful tips on how 
to register and place 
orders.

https://www.csus.edu/administration-business-affairs/university-print-mail/


Click here to 
create an account.



Log in using SacLink
Account



All items with a * must 
be completed. 

Site/Department is always 
Student Orders for students.



Placing an Order
Once their account is 
activated, they can go in 
an place an order. 

From the 
landing page, 
they choose the 
type of printing 
needed

When placing and order, students verify that the order is for a class or campus 
related group or event by checking this box 

and them describing what that connection is in the comments box on the 
following page.

https://www.csus.edu/administration-business-affairs/university-print-mail/student-
orders.html

The Student Order webpage has tips and instructions on how to place orders.



How To Pay
It should be noted that we 
will not start a print job until 
payment is received. Print 
Shop Pro will give customers 
a price estimate and print 
ticket number when students 
submit a print order. This is 
the information needed to 
make a payment.

Click this link 
from the landing 
page to be 
directed to the 
payment page.

Student will need to fill in 
all fields to ensure 
payment is applied to 
correct print job. Once 
payment is received we 
will begin printing.



Questions?



Contact Us
https://www.csus.edu/administration-business-affairs/university-print-mail/

Print
universityprint@csus.edu
https://www.csus.edu/administration-
business-affairs/university-print-
mail/print.html
x86198

Mail
universitymail@csus.edu
https://www.csus.edu/administration
-business-affairs/university-print-
mail/mail.html
x86283

https://www.csus.edu/administration-business-affairs/university-print-mail/print.html
https://www.csus.edu/administration-business-affairs/university-print-mail/mail.html
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