
Kuali Copy Center Orders - HOW TO



Kuali can be found on My UAH 
under the Faculty and 
Advisors heading.



Log into Kuali 
using your 
UAH ID and 
password.



LG IN

HERE

On the home page, select COPY CENTER on the list of tabs.

https://uah.kualibuild.com/build/space/65b2775af9a011013b17e35e


LG IN

HERE

Click, BUR - UAH Copy Center Request

https://uah.kualibuild.com/build/space/65b2775af9a011013b17e35e/action/65f8a2e6a79378a4e9495bab


Once you 

have 

selected the 

product that 

fits your job 

best, some 

sections of 

the form will 

appear or 

disappear 

based on 

your 

selection.  

Enter all required information fields  



LG IN

HERE

Enter all required information fields  

When you  get to the account 

approver section, you can type 

a name or UAH email address 

if you do not see who you are 

looking for in the drop down 

menu.



LG IN

HERE

Enter all required information fields  

If you are sending multiple files over for one order, fill 

out one form in Kuali, and attach a zip folder that 

includes all files for your print job. In special 

instructions, include all details for each file. 

All files must be in PDF format.



You can check the status of your 
submission by selecting the Kuali 
Build Submission Status under 
the Research tab in My UAH.

Once at the home page, 

select My Documents and 

locate the form you are 

checking the status of. 

Checking the status of an existing print order  



Once you have selected the 
document you would like to 
check the status of, toggle the 
button on the left to “Status”. 

Here you will see the list of steps 
in the workflow, and which step 
your job is on. 

Checking the status of an existing print order  



Checking the status of an existing print order  

If your print job is on the Approval 

step in the workflow, you will need to 

reach out to the Department Budget 

Approver you selected when 

submitting the form. 

Print jobs cannot be completed 

without approval from them. 




