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9. Choose the shipping date. The standard production time is 7 
business days. (Please call 480-727-1636 if you need to RUSH your 
order for earlier delivery.) 
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10. Choose your payment method. Credit Card is automatically 
selected and the preferred method.  
If you do not have access to a P-Card, select Agency Org and enter 
your Agency/Org or PO number.  
Click on Place Your Order… 
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11. When paying with a credit card you will be sent to a secure 
QuickPAY web page. Click on Make Payment and select Credit Card. 
Enter your credit card information and Confirm your payment.  
Done! The order has been sent to ASU Print Online for printing. 
Note: Your confirmation number will be emailed to the address you 
provided. Log off QuikPAY to return to the ASU Print Online website 
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Job Tracking and Order Status 

To find out the status or your order, click on the Track Jobs Tab at the 
top of the page. Note: The Search feature is a great way to quickly 
locate an order. (Shown above)  
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Saved Jobs 

Saved Jobs serves as a terminal for all Jobs that require being saved. 
These Jobs can be viewed by the Print Provider (ASU Print Online) but 
are not ordered until the Print Buyer (you) adds them to the Shopping 
Cart and orders them.  
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Saved Jobs Features 
 

Send Approval email from Saved Jobs: 
The Approval email can be initiated from the Saved Jobs queue and is used for 
receiving feedback on a Job before it is ordered. The Approval flow is carried out 
through the e-Mail and does not require that the approvers be system users. 
To request Job approval, carry out the following steps: 
 
1. Click on the Track Jobs tab and then click on Saved Jobs. 
2. Select the Job and click on Send Approval e-Mail; the Customer Approval e-Mail panel appears. 
3. Enter the subject, comments and recipients and click on Send e-Mail. 
4. The recipients receive an e-Mail message, add comments and click on Accept or Reject. 
 

iForm Express: 
Use the iForm Express to make changes or corrections to an order. 
 
Duplicate Job: 
The Duplicate Job button, which appears only in the Saved Jobs view, enables 
duplicating an existing Job. To duplicate a Job, carry out the following steps: 
 
1. Select the target Job for duplication. 
2. Click on Duplicate Job; the Duplicate Job dialog box appears. 
3. Click on Yes; the duplicate Job appears in the Saved Jobs queue. 
 
 




