
How to Order Presentation Posters 

For best results: 
 

• Plan ahead. Don’t wait until the last minute to place your order. The standard turnaround  
is 5 business days. Express orders (additional fee) can be ready in as few as 2 business days.  

• Have your department speedchart number. No other form of payment is accepted. 
• Use up-to-date logos. Information and logo downloads are on the NAU logo portal. 
• For express turnaround time orders, choose Curbside Pickup and plan to pick 

up your poster from the cabinet outside of Printing Services on the southeast 
side of the building. You will be notified when your order is ready. (Note – if 
you select a different fulfillment method other than Curbside Pickup, you 
order will be adjusted automatically to the Curbside Pickup method.) 

• For Standard turnaround time orders, choose Curbside Pickup or Campus 
Delivery. For Campus Delivery provide the building and room number. We do 
not deliver to dorms. 

• For best results and to reduce possible errors: 
o Convert and export your file to a pdf before uploading into your order 
o Artwork dimensions should match the size ordered. If they do not match, 

we will scale to fit to page as shown in the preview. Note that scaling 
may add white space and can affect resolution when increasing in size. 

o Optimal resolution for 6 square feet and above is 150 dpi, but not below 
72 dpi. 
 

Steps to Place your Order with Printing Services 

1. Go to the digital storefront to place your order.  
 

2. Click on the NAU Users bar to login with your NAU credentials. 
 

 

https://nau.edu/brand-strategic-communications/resources/official-logos/


 

3. Hover over Categories and select Posters and Signs. 

 
4.  

 
4.  Select your preferred poster material: Rolled Posters, Waterproof Posters, or Fabric 

Posters (best for traveling).  

 
 

5. For Rolled Posters Choose Paper Type 
a. Coated paper prints with more vibrant color. 
b. Uncoated paper is more economical and can be written on. 

 



6.  Select Printing Options on the next page. Enter poster dimensions using the standard 
 or custom button. Add Job Name. Click on Add Files to upload your file. Your design 
file will appear in the preview screen.  
 

 
 

When ordering multiple posters of the same size and paper type, upload one pdf with multiple 
pages. The quantity shows as one (one of each page).  

 

 
 
 
 



7. Click on Buy Now or for a full preview scroll down the page and click on More Options. 

 

 

8. Preview your order and click on Update to read the Agreement. 

9. Choose a Due Date and Time. For a standard turnaround, use the dropdown arrow to select             
a non-express time. Save. 

 

 

10. Click on Proceed to Checkout to choose Fulfillment Method and to enter the Speedchart  
or Grant #. 

 
 



 
 

11. If you place an express order, select Curbside Pickup and plan to pick up your 
poster from Printing Services. You will receive an email when ready. 

 
 

12. Click on Place Order to finalize your order. You will receive an automated confirmation email. 
 
 

Email us at printing.sevices@nau.edu if you have any questions. 
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