
The Graphics Center Online Ordering Guide:

Catalog for Curriculum Items,
Forms, and Envelopes

If you need additional assistance or have unanswered questions, 
please reach out to us at gcenter@nsd.org or (425) 408-7830

mailto:gcenter@nsd.org


To begin, go to
graphics.nsd.org

Click on 
NSD STAFF LOGIN HERE

If this is your first time 
logging in, you will be 
prompted to fill in your 
My Account information. 

This system is part of NSD’s 
single sign-on; you will not 
need to create a separate 
username and password.



Ordering Home Page
Click on the NSD logo to return 

to this page at anytime.

Catalog
Here you will find 
curriculum items, forms, 
envelopes, and other items 
that are pre-loaded into the 
ordering system. 

These items are set-up with 
default printing options, but 
you can adjust these if 
desired on the cart page.



Catalog
Select a catalog link to view 
items listed under that 
category. 



Catalog Ordering
To order an item, enter your 
quantity here and click “Add 
to Cart.”

You can put multiple items 
into a cart. However, all 
items will be assigned the
same due date. It is
recommended that you 
place separate orders for 
items with different due 
dates.

Once you have added the 
items that you wish to order 
to your cart, click on the 
CART link in the upper right 
to view your cart and 
complete your order.



Cart Page
Section 1

Your quantity should appear 
as you selected it in the 
catalog. If you need to make 
adjustments, you can do so 
here.

Print options on catalog 
items are pre-set for you. 
However, if you wish to make 
adjustments, you can click on 
the Print Preview/Change 
Print Options link to do so on 
most items. (Additional 
information on the next 
slide.)

If you feel your order needs 
clarification, please enter 
special instructions.



Print Preview/Change
Print Options

Adjust your print settings by 
clicking on the categories on 
the left side of the screen.

Your selected print options 
will change the appearance 
of the document in the 
preview screen. Please look 
over the preview carefully to 
make sure it is correct. 
Flip through multiple-page 
documents with the arrows 
at the bottom of the page.

When you are finished, 
hit the “Done With Print 
Options” button to return 
to the cart page.



Cart Page
Section 2

Select a due date for your 
order. If this order is for the 
next school year, please 
choose a date after August 1.

Select a shipping method.

Select your School/Building.
If you know your budget 
code, enter it here. 

Review your order estimate.

Place Order!



Order Submitted!

After placing your order, 
you should see an Order 
Submitted page. A receipt 
will be emailed to you.

If your job requires 
approval, a notification 
will be sent to your office 
manager. They will review 
the order. If it is approved, 
the order will be pushed 
on to the Graphics Center. 
If it is rejected, you will 
receive a message from 
your office manager.



Thank you!

If you need additional assistance or have unanswered questions, 
please reach out to us at gcenter@nsd.org or (425) 408-7830

mailto:gcenter@nsd.org

