
 

Online Ordering
lakeshore.dcopy.net



 
Login

Go to My Lakeshore 

Click on DigiCOPY logo to enter the Print Portal

Access to the Print Portal is available through Single Sign On (SSO)



 
Categories

Select Project Category 
Select a category from the home page to submit a document to print.



 

General 
Copies

Extra Specifications 
Name Your Job: The job name will 
show up in your Order History for 
tracking purposes.
Additional Instructions: Enter any 
special instructions regarding paper 
and finishing or other aspects of your 
job. If instructions are given that 
incur extra charges, DigiCOPY will 
adjust your order total after the order 
is placed.

Quantity: Enter the number of 
copies needed for your file. If 
ordering a piece that fits multiple-
up, calculate the number of 
sheets to be printed.

Originals: Enter the number of 
pages in your original file.

Sides: Single Sided or Double 
Sided.

Paper Type: Various paper type 
choices to print on.

Paper Size: Size print.

Finishing: Various options 
including; stapling, drilling, 
cutting, folding, binding, padding, 
shrink wrapping, scoring, 
perforating and laminating.

File Upload: Select up to 3 files 
to upload for printing.

If your document requires printing 
from hard copy, indicate that in 
special instructions.



 
Static Documents

Easy Ordering
Select quantity and add to cart



 
Customized Documents

Make updates and proof your document in real time.



 
Checkout 1Shopping Cart

The Shopping Cart shows a summary of all requested 
items. 

Edit and 
Remove 
Items
You have the 
option to “Edit” or 
“Remove” items 
from your 
shopping cart.

Continue Shopping
You may add as many projects to the shopping cart as 
needed. Click Continue Shopping to order additional 
projects.

Shipping
All orders will be shipped to Mail Room.



 
Checkout 2

Enter Cost Code Number
Select the cost code from the pull down menu. Submit Order 

When complete, select 
Submit Order. 



 
Order History & Reorder

Viewing Orders
Select Order History in the top menu bar. This will display a history of orders you have placed 
through the online ordering system. Your orders, by default, will be sorted by Order #. You can sort 
by other specifications by clicking at the top of each column.

Export Order Details
You have the option to export your order history to Excel or a PDF. Click the appropriate icon to 
create a report.

Reordering
Reordering a project is as simple as a mouse click.  You can edit your quantities and instructions at 
that time.



 

Personal & Student Jobs

The retail site is for personal projects and will require a
Credit Card at the Checkout page for payment.

All orders will be delivered to the Mail Room for pickup.  
Call 920-857-2208 with any questions.

lakeshore-retail.dcopy.net



Contact Information

Troy Bauer - District Sales and Operations Manager 
(P) 920-857-2208  
bauer@dcopy.net 
 
Amanda TeStroete - Customer Service Representative  
(P) 920-857-2208  
testroete@dcopy.net 

Paul Otero - Vice President of Corporate Sales 
(C) 414-550-3908  
otero@dcopy.net 

Wayne Rice - Director of Online Solutions 
(C) 414-791-8017  
rice@dcopy.net 

Onsite Contact (Mail Room)
Katie McNichols
(P) 920-693-1147
Monday - Friday – 9am - 1pm

Main Production Facility
DigiCOPY
211 E Walnut St.  
Green Bay, WI 54301  
greenbay@dcopy.net
(P) 920-857-2208

Hours of Operation
Monday - Thursday – 7am - 7pm
Friday – 7am - 5pm
Saturday – 9am to 1pm


