
Unlike typical copy orders, you will not upload anything when ordering large-format prints.  You will still 
log into the Copy Center website.  Please follow the directions below to successfully order large prints. 

 

 Once logged into the Copy Center order site, find search catalog and click on advanced search. 

 

2.   Click on wide format, under the workgroup column 

 



3.  Choose banners or posters depending on your desired print request.   

4.   Displayed will be the standard sizes we offer and the paper types for each (banners only come 
printed on banner vinyl).  Add the quantity you are requesting to the cart, then click on your cart at the 
top of the page. 

<——  Banners  

Posters ——> 



5.  Provide an order name, then change the shipping date, and add any special instructions.  To finish 
the order make sure to click Place Order at the bottom.   

Note:  All wide-format orders will automatically go to approval at your campus.   

Note:  The shipping method will automatically be HOLD FOR PICKUP 

Note:  The order will be ready 2 weeks minimum from the date we receive the file.  This means the 
date you put on the shipping may not always be met.  

 

After you have submitted the order you will need to provide the Copy Center with your artwork.  
Please refer to “Designing for Large Format” before sending your final artwork.  All artwork must be in 
PDF format.  The email address is copycenterdesigns@pfisd.net 

 

If you are unable to design your own artwork, we do offer design services for your convenience.  
Please email copycenterdesigns@pfisd.net with any designing questions or inquiries.  Our designer 
can assist you with your needs.   
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