Printing and Copying Procedures for Collection Development
October 6, 2006
Printing and Copying Options in the Hesburgh Library

1. We all have our own printers and access to the laser printer in the Collection Development Office.  In the event that the Collection Development printer is out of service, Trudie has access to the network printer in CADM.
2. Photocopying a small number of pages from books and other materials can continue to be done within the Hesburgh Library.  The self-service machines in the Hesburgh Library are available using a departmental copy card.  There are 9 self-service, coin-operated machines located in Hesburgh.  We can get value added to our Library department cards in 221.  Please request copy cards from Salem Davis in 221.
3. The copier in 221 has a duplex feature for smaller copy jobs.  The Administrative Office’s print jobs have priority over ours.
Copying Options outside the Hesburgh Library
Larger jobs, such as multiple-page duplex handouts, specialty paper, or those requiring color copying can be done at the new FedEx Kinko’s located in Grace Hall.  The FedEx Kinko’s facility in Grace Hall is open 8am-4pm, Monday-Friday.  Or, for your convenience, you can use the 24-hour walk-in store on SR 23 and Ironwood.

You can either drop off a job or use the FedEx Kinko’s online service.  To use the FedEx Kinko’s online service:
· The FedEx Kinko’s DocStore for Notre Dame employees is located through Notre Dame’s portal.  Go to http://inside.nd.edu/ and log in using your NetID and password.  Click on the Staff (or Faculty) tab at the top of the page.  Under Staff Resources (or Faculty Resources), select FedEx Kinko’s.
NOTE:  To view pricing for FedEx Kinko’s services, please see the Pricing link in the navigation section of the website.

Sending an Order

· To send and print your documents at FedEx Kinko’s, select Send an Order, then select Send and Print Your Documents at FedEx Kinko’s.  Click the Browse button to locate the first file on your computer and add it to your order.  Continue to add documents until you are finished, then click on Continue.

· For documents already in the online catalog, choose that option.  Trudie has requested that an online catalog be set up for the department.  We will be adding repetitive copy documents to the catalog as we request them.  Please see Trudie if you need assistance.


· To select document finishing options, first give your document a name.  Choose from a number of Finishing Options.  If needed, enter special instructions for services not listed under print and finishing in the Other Services box.  Click Create Another Document to add another document to your order, or choose Continue to Cart.
Shopping Cart Options

· Enter the quantity desired for each document in your order.  Enter your contact information in the Contact area of the page, making sure all required fields are filled out.  To save your contact information for future orders, check the box that says Remember my contact information for my next order.  

· Select a payment method (choose FedEx Kinkos Commercial Account for business related orders). Enter your billing information in the Payment area of the page.  For example:

Notre Dame ID Number:  Notre Dame ID number in bold on the back of the card.  Add a 9 before the number and omit the last two numbers.
Fund Number: 100000
Org Number:   28185
Account Number:   71179
Activity Number:  Leave Blank
· Choose Yes to have the billing information stored for future reference.  
· If the billing address is the same as the contact address, be sure to check the Same as Contact box.  Click on Continue.  They will charge the library directly.  

Shipping and Production Details

· Select an Order Completion time from the pull-down menu.  Choose whether you want to receive a proof and specify how you want to receive it (faxed, delivered, or picked up at FedEx Kinko’s).

NOTE:  If delivered, always request that they deliver the material to 221.  There is no delivery charge.

· Enter the FedEx Kinko’s location where your order will be printed.  Enter the contact and address information for the person receiving the order.  Click Continue to confirm your order.  Choose Yes to save this information for future orders.
Confirm and Place your Order

· Review your order carefully.  Click Back to Shopping Cart to edit documents and quantities or click the Edit button that corresponds to the information you want to change.  Click Place Order to complete your order and go to the Thank You page, which displays your order number and details.  On the Thank You page, click Print This Page to have a copy of the order for your records.  The order contact will also receive a confirmation e-mail.
Other Important Information

Copyright Release Forms

Important:  For every print or copy order you place, a copyright form must be filled out and signed demonstrating that you have permissions to copy the document or materials requested.  All print and copy orders must adhere to Notre Dame’s copyright policies.  Both the release forms and the university copyright policies are accessible from the DocStore Website.  There are two forms available, one for University business-related printing and the other for personal print orders.  (To view copyright policies and forms, click on the Copyright link in the navigation section of the website.)
· For library/business-related copy orders, use the Business and Coursework Copyright Form.  Print and sign the copy release form and take it to 221.  FedEx Kinkos will pick it up when they deliver the order to the Administrative Offices.


· For personal copy orders, print and sign the Personal Release Form.  If it is being delivered to the library, take the form to 221.  If you are picking up the order, take it with you to FedEx Kinkos.
Repetitive Orders

Rather than uploading and filling out an extensive order form each time for repetitive orders, FedEx Kinko’s provides a way for you to upload your documents directly to their website along with print and billing instructions.  There the documents are stored in what is referred to as a Catalog.  The next time you need to print those documents, you can simply select re-order.  Cataloged documents are only visible to those who put them there or with permission from the owner.

Confidential Documents
Absolutely NO CONFIDENTIAL DOCUMENTS should be submitted on the DocStore or stored in a catalog.  Those documents should be submitted for reproduction manually.  FedEx Kinko’s cannot guarantee confidentiality on the DocStore and thus sensitive materials should be either dropped off in person or arranged for pick-up, either in hard copy or in electronic format and clearly marked as confidential.  FedEx Kinko’s will ensure that one person (no students) will handle the job and deliver/or have customer pick up the job in clearly marked “Confidential” packaging.

If you have questions about these procedures, please contact Trudie.

Off Campus 
Kinko’s of South Bend 
2202 South Bend Avenue, Ste. C
South Bend, IN 46635
Phone: 574-271-0398
Open 24 hours

On Campus Lower Level, Grace Hall 
Phone: 574-631-6671
Open 9 a.m. to 8 p.m.

Appendix A
Mobile Professionals Program 

Notre Dame is pleased to announce that FedEx Kinko's is extending discounted pricing to Notre Dame employees on most services offered at any of FedEx Kinko's 1400+ domestic locations. This service extends the convenience and quality of FedEx Kinko's business services to employees when they are outside the office.

If you travel frequently and would like to use FedEx Kinko’s services when you are on the road, order your discount card here. Present your card at any FedEx Kinko’s in the U.S. and take advantage of discounted pricing on FedEx Kinko’s business services.

Program Benefits include: 

· Just in time solutions at 1400 domestic branches

· 24/7 access to the FedEx Kinko's network via the Internet

· Consistent quality of documents with digitally connected facilities

· Ability to use any form of payment to receive the discounted pricing - just show your discount card

· Ability to track usage and control costs with FedEx Kinko's reporting.

Click on the Mobile Professionals link in the navigation section of the FedEx Kinko’s website and then click on the Order Discount Card button. 

Present a FedEx Kinko's Discount Card at the point of sale, and you will receive the discount.
Off-campus employees must also have a VPN connection to the campus network in order to reach the FedEx Kinko’s website because the online service is restricted to the campus boundaries without it.  To learn how to set up a VPN connection, please visit OIT’s website at https://www3.nd.edu/~ndoit/security/vpn/.
