
INSTRUCTIONS for DIGITAL PRINT SHOP

You can access Digital  Print Shop from the link on the districts’ internet or any 
computer that has internet access at http://dsf.vvsd.org/dsf/.
Add this site to your “FAVORITES” for easy access.



RegisterRegister

First time
Users need to 
register. 
Cli k thClick the 
“REGISTER”
Button (just 
below Login.g
REGISTER 
ONLY ONCE.
You will create 
a user namea user name 
(use your 
VVSD login) 
and password.



ProfileProfile

•Enter your profile   
information
•Agree to terms 
and click registerand click register.



Home PageHome Page

Click on the 
Service neededOur 

t l
Example:
To make copies on 
regular paper click
“Quick Copy”

catalog 
is here

Quick Copy
(As you scroll down 
you will see other 
services).



Click “Browse” to find the file you wish to upload.  A dialog box will appear allowing 
you to search for your file, after you have found it click open. Then click “Upload” y y y p p
(depending on how large the file is, it may take a few moments). Once your file is 
uploaded, and you have given your job a name and quantity, click “next”.



Select the “Print Options.  Add any notes at the bottom in “Special 
Instructions” then click next.



You should preview you file (if your preview is not clear you can click on the file to lookYou should preview you file (if your preview is not clear you can click on the file to look 
at it) and review all of the instructions you have selected for this job.
You have to mark that you approved everything you have selected.  Then click add to 
cart.



Enter a ship date.
Choose to 
“Checkout” 

or 
“Continue Shopping”


