Gwin’s Online Portal - Ordering Guide
Welcome to Gwin’s Online Portal.
The following is a step-by-step guide to using the online portal to order
various printed materials for University of South Alabama.
If you have any questions on using the portal, please reach out to:
Joel Arthur
Email - joel.a@gwinsprinting.com
Cell - 850.525.6313

Login
Open a web browser and
navigate to:
gwins.myprintdesk.net/dsf
The page below should load
in your web browser.

Click the login button in the
upper-right corner of the
window and fill out your
username / password,
and click the green
Login button.

If you do not have a
username and password,
email Joel at
joel.a@gwinsprinting.com
with the following
information.
* First and Last Name
* Email Address
* Phone Number
* USA Department
* Preferred Delivery Address

Categories
Once you are logged into the portal,
you will see categories listed for the
different departments. You may only
see one department listed, the
department you where you work

Click the green Browse button on a department
category to view sub-categories of the various
available print items that can be ordered.
Click the green Browse button to view the
items in that sub-category available to order.

Products
After clicking the sub-category,
you will see a list of all the
products that fall under that
category with a small
description of size of the
product and whether it prints on
one side or both sides.
To place an order for a product,
click the green “Edit / Order”
button to the right of
the product.

Entering Information
Once the product loads, you will
need to name the order.
Next, if the order has personalized
data that prints on it, fill out the
appropriate fields. You may need to
scroll down to see all the fields.

After entering information in the
appropriate fields, click the green
Add to Cart button. If the product
has personlized info, the portal
will let you know that a preview
will be created for your approval.

If you are creating this job for a
future order instead, you can click
the green Save button to save the
job into your Saved Jobs location.

Preview Proof

If the item has personalized info,a proof will be
shown on the right for you to confirm everything
looks correct before placing the order.

There is also a PDF download button next to the
page turning buttons if you need to download a
PDF proof to share with someone for approval.

On the left you can
click on Special
Instructions to
add any extra
instructions for
the order.
Once everthing
looks OK, click the
green Add to Cart
button to continue
with the order.

Shopping Cart

Next, you will see your shopping cart with all the items you have added to the order.
This screen will show the estimated date your order will be ready for delivery.
If you have more items to add to the order, click the gray Continue Shopping button.
Once you are ready to finalize your order, click the green Proceed to Checkout button.

Delivery Location
On the next screen, choose if you would like
your order delivered or if you would like to
pick it up from Gwin’s. If we are
delivering the order, fill out the address where
you would like your order delivered. Scroll
down to fill out all the appropriate fields.
At the bottom is a Delivery Instructions field if
you have any special delivery instructions.
Next, click the green
Proceed to Payment button.

Payment Option - USA
The payment option screen for
USA wants to know what method
of payment will be used for
the order.
There is only the credit card option
listed and already selected, so you
can click the green Place My Order
button to enter in credit card
information on the next screen.

Fill out the credit card
information form and click
Process Payment to
complete your order.
Note: You will not need to
enter city or state when
filling out the billing
address of the credit
card, just the street
address and the zip code.

Payment Option - USA Health
The payment option screen for
USA Health wants to know what
method of payment will be used for
the order.
There is only the Charge To
Account option listed and already
selected, so you can click the
green Place My Order button to
finalize your order.

Once you have placed your order on the portal, you
will need to submit a Premier requisition referencing
the order # and cost. We will not be able to start on
the order until we receive the purchase order from the
purchasing department.

Order Confirmation
Once your payment has been processed, the
Order Confirmation screen will load with
information about your order, including your
order number, method of delivery, and
delivery address.
Note: Your credit card is not charged at this
point and your payment will not show on your
credit card transactions list until the order is
completed and ready to deliver.

Adding Custom Images
With some items on the portal, you can add your own
images to the artwork. For example, you can add a
logo to the back of the 2-Sided USA business card.
For items that allow additional images, first click the
arrows on the right side of the toolbar to select the
page where the image will be added.
Next click the Add Image button on the left side of the
toolbar to select an image.
In the Browse Images window, click Upload Images
button at the bottom-left of the window.

Adding Custom Images - Part 2
Next, a window will appear asking you to select
where the image is located that you want to add.
Navigate to where the image is saved on your
computer, select it and choose Open.

After the image has been uploaded,
select it in the Browse Images
window and click the OK button at
the bottom-right of the screen.

Adding Custom Images - Part 3
After your image appears on the
page, you can click-and-drag on
the squares in the four corners of
the image to resize it.

If your image is not a high
resolution image, you will
see warning messages
like the ones on the left.

You can click-and-drag on the
squares on the sides of the image
to crop the image.

If printed with this
warning, the final image
may appear pixelated and
not smooth.

Also, you can click-and-drag on
the image itself (click outside the
circle) to position it on the page.

You may be able to shrink
the image size on screen
to increase the resolution.

