
Mid-Del Print Shop 
Guide for Logging In and Submitting Orders 

 
This document is to help guide new users through the process of logging in and 

submitting orders to the Print Shop’s online ordering system located at: 

https://mid-del.rocsoft.com 

 

Login Page: 

 You can login using your regular Mid-Del account username and password. This 
system is linked to the Mid-Del directory so you don’t need to worry about 

maintaining any separate accounts. 
 

 The drop-down menu should default to ‘Mid-Del Account’ which indicates that it 
will attempt to authenticate using your linked account. 

 
 If you have never logged into this system before, a linked account will be 

automatically created for you upon your first login.  

 



 

Ordering Home Page: 

 This is the page that users will see when they login. It has a lot of important links: 
o My Account: Manage your WebCRD account, review and update or add 

contact information 
o Help: In the upper-right of every page in the system, clicking this “Help” 

link will open a new window with a help page relevant to wherever you 
currently are in the system (be sure to check if your web browser 

attempted to block the pop-up window). 
o Orders: A history of all the orders that you have submitted including 

detailed information about each order. You can also re-order items that 
you have previously ordered. 

o Manage Files: A list of all the files that you have uploaded as part of 
previous orders. 

o Cart [#]: Your current shopping cart, with the # number indicating how 
many items are currently in your shopping cart. 

o Upload A File: Upload your PDF documents here to start creating a new 
item that will appear in your shopping cart. 

o Order a Special Item: You don’t have a PDF document ready to upload 
but you still need print and/or design services? Click “Go” for Order a 

Special Item and supply the appropriate information for what you need. 
o Get Help Now: In addition to the contact names and phone numbers 
listed, this links you to the print shop email address (Print@mid-del.net) for 

additional assistance if you need it. 

 



 

 

Shopping Cart: 

 In this example, the document (RSA Test – 8 page.pdf) was uploaded via Upload 
a File which then brings the user to this page. 

 
 The system automatically recognized that the document had 8 pages and was 

8.5x11 inches in size. 
 

 Basic print options were automatically applied, the initial quantity was set to 1 
(one). 

 
 The document can be previewed and print options can be selected by clicking 

Preview / Change Options. 
 

 The Enter special instructions for this item link allows you to specify anything 
unique or out of the ordinary about this item in your shopping cart so you can 

inform Print Shop staff. 

 

 

 

 

 

 

 



 

 Clicking on the Preview / Change Options link brings you to a previewing 
screen with the above menu on the left side of your screen. 

 
 This menu is where you make selections involving paper stocks to be used and 

finishing options that are needed. 
  

 Most options are rendered in the preview screen. The options within the Other 
category can not be rendered in the preview screen. 

 

 

 



 

 This example shows the uploaded document with pastel green paper, 1-sided, 
single portrait staple, and a 3-hole punch on the left. 

 
 The green paper, staple, and hole punches are all rendered in the preview. 
 
 You can flip through your document in this preview screen by clicking the 

corners and dragging them over (like you’re flipping through a book). 

 

 

 

 

 

 

 

 

 

 



 

 Back on the Shopping Cart page, the details of the selected print options have 
been updated based on what was selected in the Preview / Change Options 

screen. 
 

 Near the upper left, the order can be customized with an (optional) order name. 
Order names can be useful when communicating with print shop staff and when 

you are looking through your own order history. 
 

 Below the print options, this item has been customized with the special 
instructions “Example special instructions for this item.” 

 

 

 

 

 

 

 

 

 

 

 



 

 Lower down the Shopping Cart page, there are the Shipping and Billing 
sections. 

 
 Select a requested “shipped by” date and whether you’ll pick the item up or if 

you want it delivered. 
 
 You can modify the contact information on the left by clicking the pencil. 

 
 You can add another recipient for this order by clicking “Add Address” on the 

right. 
 

 You can Enter shipping instructions for this recipient if something unique is 
required for shipping this order. 

 
 You can Enter billing instructions for this order if something unique is required 

for billing this order. 
 

 Once you’ve selected everything you need, click Place Order to submit your 
order. You will receive an automated order receipt email. 

 

 

 

 



 

The My Orders page shows a list of all existing orders for your user account, including 
canceled orders and unsubmitted orders still waiting in your shopping cart. 

You can View details of each order or Reorder the same thing. 

 

 

 

The Manage Files page shows a list of folders containing your uploaded documents. By 
default, you have a default folder. 

Clicking the default folder will bring you to a page listing each individual document that 
you’ve uploaded into the system before. This allows you to view it, download it, and 

reorder it if desired. 


