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INTRODUCTION	

This	is	a	tool	you	can	turn	on	to	allow	end	users	to	request	reproductions	from	your	
organization	with	a	simple	click	of	a	button.	

On	the	Full	image	screen,	the	user	can	click	on	“Order	Reproduction”	(you	can	change	
the	button	label)	and	an	email	is	auto-generated	with	the	request,	the	original	file	name	
and	display	URL.	This	gives	you	the	information	you	need	to	find	the	original	item	and	
correspond	with	the	end	user	about	their	request.	

ON-SCREEN	SETTINGS	&	LABELS	

Login	as	site	administrator.	

In	Site	Management,	go	to	the	Full	Image	screen	
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Display	ordering	link:	Under	“Ordering	options”	choose	whether	to	have	the	option	
display	or	not	(Yes/No)	

If	you	decide	to	turn	on	the	option,	you	can	alter	the	following	labels	for	on-screen	
display:	

Original	file	name:	Change	the	wording	that	precedes	the	original	file	name	from	the	
database	
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Button	Label:	Change	the	text	on	the	button	that	triggers	the	request	email	from	the	
user’s	default	on-board	email	application.	

	

EMAIL	SETTINGS	&	LABELS	

You	can	also	change	the	labels	in	the	email	subject	line	and	message	first	line.	The	
image	information	is	automatically	generated.	

	

After	making	any	changes,	update	the	full	image	screen	then	Reinitialize	your	site	to	
commit	the	changes	on	your	public	site.	

EMAIL	RECIPIENT	

Make	sure	that	your	Agency	public	email	is	up	to	date.	This	is	the	recipient	email	for	any	
reproduction	requests.	

Adjust	the	recipient	email	in	Agency	Management	>	Labels	&	Addresses	>	Public	email	

	

recipient	

subject	

message	


