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Login - Faculty and Staff
1. Login to Inside Macalester  https://loffl erions.macalester.edu
2. If you have not logged into Macalester, you will be ask to enter your credentials

Macalester Document Services - IOnS  /  User Guide

Main Page
At Login, the main home page will appear.
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Main Page Job Ticket Buttons
Each job ticket button is set up for the type of job or product required.

Print 
Select Print -  for digital printing of PDF fi les for page sizes 8.5x11, 8.5x14, or 11x17.  
Files can be uploaded or chosen from “Existing Documents”. Files should not be a 
custom size or have security protection.

Print Advanced
Select Print - advanced for digital printing of PDF fi les for page sizes 8.5x11, 8.5x14, 
or 11x17 with more options such as padding, laminating, cutting and advanced 
options. Files can be uploaded or chosen from “Existing Documents”. Files should not 
be a custom size or have security protection.

Booklet
Select Booklet - for digital printing of PDF fi les that requires saddle stitch binding. 
Finished size of these booklets are 8.5x11. Files can be uploaded or chosen from 

Orders Menu
Orders Menu can also be used to access job and functions the same as home page buttons. 

Poster
Select Poster - to fi ll out job ticket for large format or poster jobs,  Choice from 
standard and custom sizes. Laminating is available

Catalog
Select Catalog - to order supplies such as reams of paper, letterhead, and evelopes.

Reorder
Select Reorder - to see a list of your order history for a status update and to reorder a 
previous job.
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Existing Documents
Used to View, Reorder or Delete documents that were previously orded

Upload Document
Once you select the appropriate job ticket on the main page, you will be able to upload a new PDF 
document or choose an existing document.  * PDF’s should not be a custom size or have Security 
protection

Job Ticket
Once a document is uploaded or selected, a job ticket will appear.  Fill out the ticket using the drop 
down options and select next.  Remember choose number of copies you need in the top box next to 
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1. Delivery Information-Building_Room, Full Name, Phone Number, Address, 
Phone number, and Email Address are fi elds to be fi lled out. Delivery defaults should be 
pulled from user profi le but can be changed.
Default is to remember the fi rst address used (more information in Managing Profi le section)
Existing Addresses - Previously entered addresses will be saved and can be used with other order

2. Delivery Method -Default is “Pick up”. Delivery, is also an option.

3. Actual Date Needed - date will move per delivery method or user can select calendar date

4. WORKTAG -  please select the correst WORKTAG for this project,  Please as the Macalester Staff to have 
WORKTAG added or revomved,
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Multiple Job Orders
To add multiple jobs to the same order, before select “Submit”, select the “MACALESTER” logo on the 
top left hand side.

After you select another job or item, you will see multiple orders in your shopping basket.
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Access Profi le by selecting username at the top right

Managing Your Profi le
Under Manage Profi le, user can select the Default Address to be used at check out. Below are the 
options available under the users profi le
Managing Your Profi le - options

1. NoDefault - no address used – fi elds are left blank. Also blank at check out except building
2. Oldest - current default – fi rst or oldest address used
3. Newest - newest or most current address is used
4. Selected - by selecting the address to be your default.  Need to have used address in the 

Help and Support

• For printing or site questions please contact - documentservices@macalester.edu
• For login issues/questions please contact the Macalester HelpDesk


