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RECOMMENDATIONS

1) This product would be used when placing an order for any item that is NOT a
booklet, business card, or poster. This includes jobs like standard staple set
copies, forms, flash cards/post cards, etc.

2) SUPPORTED FILE TYPES FOR IMPORT

Extension File Type

ai lllustrator File

bmp Bitmap
Adobe PDF
Microsoft Word Document
Microsoft Word Document
Encapsulated PostScript
Electronic Publication
Graphics Interchange Format
Joint Photographics Experts Group Format
Joint Photographics Experts Group Format
Mobipocket file format
PowerPoint Presentation
Excel Spreadsheet
Microsoft Word Document
Adobe PDF
PNG
PowerPoint Presentation
PowerPoint Presentation
Microsoft Publisher Document
Microsoft Publisher Document
TIFF
TIFF
Excel Spreadsheet
Excel Spreadsheet
PKZIP
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How to Order: Basic Copy Request - Letter (8.5" x 11")

STEP 1 — Visit Print Shop Online website - http://pusd.myprintdesk.net/dsf
and click on “Categories” or “Featured Categories” links at top of page, to find
product categories.

FEATURED CATEGORIES CATEGORY

Grec ;5 are happening in Para

Welcomele
Rammenn@ilin

STEP 2 — In the “Categories” page, click the “Browse” button to open the Basic
CO py Req uest product category. FEATURED CATEGORIES CATEGORY

Business Cards

District Standard Business Cards

Basic Copy Request

Basic Copy Requests - Each product

is split into it's own product based

STEP 3 — In the Basic Copy Request product page, click the “Buy Now” button to
open the Visual Product Builder to create your job.

hoose a size (letter, legal, tabloid) and then build and customize your copy request as needed

ilable such as card stock, copy paper, perforated paper and carbon-less copy forms (2, 3 & 4-part).

US Legal Size - Copy Request

Buy Now

Poster 11x17 Certificates/Awards

Tabloid size po: fad For awards and certificates to be

11x17
Posters

or color (11 in.x 17 in) ] Anere printed on parchment, vellum -
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How to Order: Basic Copy Request - Letter (8.5" x 11")

STEP 4 — Once the Visual Product Builder screen is visible, you will see the
blank job template on the right side of the screen and the file management &
job menu on the left side of the screen.

Basic Copy Request

Files
{20 S Ty e

On-screen
visual job
template.
Screen

will update
asyou
make
changes.

*Job Name

* Quantity *Pages
1 1

Basic Copy Request

Basic Job Options

A Orientation
File and

Color or B&W jOb menu
”-7 BaW

Duplex

single-sided (simplex)

seyauy 44

~
Media

l:‘ Media(Copy Paper, Wh..
Finishing

Shrink Wrap

No Shrink Wrap

Collate
Do Not Collate m

Cutting
No Cutting
Unit Price $0.02  Total Price $0.02

Stanla

STEP 5 — Upload your original file(s) by clicking the “Add Files” button.

Basic Copy Request

Files

*Job Name

* Quantity * Pages

1 1

Basic Copy Request

[ e S ) AR WA RS
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How to Order: Basic Copy Request - Letter (8.5" x 11")

STEP 6 — Locate the file you wish to import to begin building your print job.

Upon clicking one of the
two options, a directory
window will pop-up and
allow you to select a file
from your computer or
from your saved files from
your Print Shop Online
account.

f('_'\. Llﬂ‘ + Computer » Operations (L) »
Organize = MNew folder

> gﬂ Mew Library
» | Pictures

> E Videos

48 Computer
&, 05 (C)
* a MNew Volume (D:)
»® Operations (L)
> g JSolis (MN:)
> ® District-Share (Z3)

’&h MNetwork

File name:

Add Files

] Name

. Air i
LAl . -
_ ARI You can select multiple files to upload

ey at one time. Please see list of
ieo] ‘Supported Files Type’ list on page 2
‘81 of this guide.

) Ca
) Ci

. Cla
y Co
. Dis]

&a =

Saved Files

Saved Files

fror B
e

Grade 4 - Unit 1 Part 2.pd

[ AllFiles

Com ] |

88 Pages
2/23/2017 9:03:48 AM PDT
RegularUpload

7| Summer School 2017 2-1

-
e

If you already have a file saved to your directory, then
you will see this option. Simply select the file(s) you
wish to import and hit ‘OK’.

Saving files you plan to use in the future is highly
recommended as you will not have to wait for the file
to upload every time you build a job.

1 Pages
3/1/2017 10:08:34 AM PDT
RegularUpload

| Welcome Back Letter (Parents-Students) 2016-2017.docx

2 Pages
3/13/2017 9:07:41 AM PDT
RegularUpload

Walrama Rarl | attar (Darante_Studantel 2N16.7N17 darv
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How to Order: Basic Copy Request - Letter (8.5" x 11")

STEP 7 — Select the file and it will take you to the upload screen. (Unless you
are using a previously uploaded file, stored in your ‘My Saved Files’ directory.

Upload Files

Click this button if
you wish to save
file(s) for future
use.

Use of Facilities

310.00 KB Save To My Files No of Page(s)

Use of School F
96.50 KB

Please note, each
file will be
converted into
PDF format upon
upload.

Save To My Files No of Page(s)

—>
—>

STEP 8 — Once the file is uploaded, it will load onto the screen within the Visual
Product Builder.

Basic Copy Request Q Review My Job

@ Help X Close

File menu - To add
or remove files, as
well as other

basic file options.

Each request must
have a "Job Name"
and quantity
requested.

Click arrows next to each
file to access menu
options.

Files

USE OF SCHOOL FACLITIES GUIDELINES
Use of Facilities Chec.. =

Use of School Faciliti...

*Job Name

Samplejob\

* Quantity * Pages

1 2

Basic Copy Request

Basic Job Options

Orientation
= Portrait
| Color or B&W
| B&W - D © e moanse oy
If needed, you
can always

Duplex

Single-sided (simplex)

Media

‘:I Media(Copy Paper, Wh..

Finishing

Shrink Wrap

No Shrink Wrap

Screen viewing
options - toggle
between
"Spread” view
(current) or

. SAVE a job &

come back to it
~ at a later time.

"Thumbnail”
view

“ W 272

M

Collate
Do Not Collate

Unit Price $0.04  Total Price $0.04 Add to Cart

rice quote updates - live and update as you
make changes to the job specifications.

Cutting
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How to Order: Basic Copy Request - Letter (8.5" x 11")

STEP 9 — Build the job and if you approve of the final digital proof in the Visual

Product Builder on the screen, you can proceed to place the order in the
Shopping Cart.

Basic Copy Request Q_Review My Job @ Help X Close

Files

Use of Facilities Chec.

Use of School Faciliti...

*Job Name

Sample Job

* Quantity *Pages

— " ) $ Once all selections have
L s e been made and you are
content with the finished
product (proof) on your
screen, hit the ‘Add to Cart’
o . button.
Finishing "

Basic Copy Request

oy i

Shrink Wrap
No Shrink Wrap

This will place the job in
your shopping cart and
you have successfully
built the product.

Collate
Do Not Collate
Cutting

No Cutting Please remember, you still

have to go to your cart and
complete the checkout
process to place the order.

Staple

Upper Left Corner
Drill

No Drill

Special Pages

Special Instructions m =

Q

Unit Price $0.04  Total Price $5.76 “

Blank Pages

Please note, you will also be prompted to approve a disclaimer that does not
hold the Print Shop liable for any spelling or design errors.
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How to Order: Basic Copy Request - Letter (8.5" x 11")

Inserting Blank Pages

Basic Copy Request

Files Add Files

Grade 4 - Unit 1 Part ... v

* Job Name (i ]
Sample Job

* Quantity * Pages

1 20

Basic Copy Request
20 (- }Color
v Duplex

B Double-sided (duplex)

Media

,:' Media(Copy Paper, Wh..

rinishi You can also hit the
Blank Pages button
Jon the job menu.

This will open an extra
window for adding
blank pages.

No Drill

Special Pages

Blank Pages
Uit Price $1.20

Move to 'n' Page
Remove Page
Color or B&W

Change Media of this page

Insert Blank Before
Insert Blank After

A mouse right-clickon a
page within the Visual
Product Builder screen
will pull up the menu
with special features.

Total Price $1.20
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How to Order: Basic Copy Request - Letter (8.5" x 11")

Inserting Blank Pages (continued)

If you opt for adding ‘Blank Pages’ by selecting the button in the Finishing Section of the
‘Job Menu’, a pop-up window will allow you to add multiple blank pages within your print
job.

Blank Pages (5)

Blank Insertion Page Number

Insert Before Page number

Insertion Page Number

Insert Before Page number

Insertion Page Number

Insert Before Page number

Insertion Page Number

Insert Before Page number

Insertion Page Number

Insert Before Page number
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How to Order: Basic Copy Request - Letter (8.5" x 11")
Arranging/Organizing Pages

Once a file is uploaded, you can also move pages and/or delete any unwanted
pages within the document.

You can right-click on any page on the Visual Product Builder screen and it will
pull up the extra options.

Basic Copy Request

Files

Jackson Yearbook Pa.

Insert Blank Before

*Job Name

SAMPLE JOB @ Insert Blank After

* Quantity * Pages

Remove Page
1 22

Color or B&W 3

Basic Copy Request L ‘A = v |f you Select thiS

| Color

v oure 1 i| | B option by using the

Double-sided (duplex)

: ' right-click button on

I:\ Media(Copy Paper, Wh..

Finishing
Shrink Wrap
No Shrink Wrap
Collate
Do Not Collate

Cutting

gl When you are in thumbnail mode, you
@EN can right-click on any page to pull up
#1 the menu options.

8l You can remove pages and also move

pages to a specific location.

your mouse, then a
pop-up window
will allow you to place

the page in a specific
location.

If you select the

Move to 'n’ Page : — - Gl
option, this - i ik ﬂ ‘.

Move to 'n' Page

3ﬁﬁﬂﬁﬁwwm i : f 2 pzr | 'ﬁli!g

Move After Page

allow you to g e B Ema'
move the page Biags | X E = ‘1

you selected to
any specific
location.

e R
R
I
LU
CELTT
R g

After the selection

Y $ lis made, the page

| will move to the
= -., HHiHUﬁ

location specified
in your rule.

2018901T
YEARBOOX

Copy Paper, Wh..
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How to Order: Basic Copy Request - Letter (8.5" x 11")

Arranging/Organizing Pages (continued)

Pages can also be arranged by manually clicking and dragging a page to a new
location.

Basic Copy Request

fild You can also

e click and drag a
— page, into a new e
*)of location. i ETE——

[P

SA L :- PR O
. | This works best in < ﬂmﬂﬂﬂﬁ
q Thumbnail’ view

2218.801%

and you would Yirzo0K

— have to use the L CCCEErTE
Bay left-click button -“ﬂ- oL
.| on the mouse. ::::: ::::
q CECLEH O
Click and hold the Enaw g
1 page and simply
drag into the
desired location
within the file.

Basic Copy Request

Jackson Yearbook Pa... - S S 528 Tkt
SRS

J R G R EYE R
*Job Name 0 ﬂﬂﬂi"ﬁﬁ
SAMPLE JOB ‘

* Quantity

1

Basic Copy Request

Basic Job Options

Orientation
AV

= iCO,O, or se] Once the file is dragged into place, the

| cotor screen will refresh and the selected page

v, buplex Jwill appear in it’s new position.

B pouble-sided (i
Media *Remember to use the left mouse click button and
make sure to hold the button
D Media(Copy] @5 you drag the page.

Finishing
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How to Order: Basic Copy Request - Letter (8.5" x 11")

Mixed Impressions in Job (B/W & Color prints combined)

Users will also have the option of mixing color and B&W printing within the job. Thisis
only available in the Basic Copy Request — Letter product and the Perfect Bind and Coil

Bound booklets only.

Basic Copy Request

Files Add Files -

Jackson Yearbook Pa... - o G Vi kit
etk et

*""“H";'"" . =

* Job Name [ ] “ d 3

SAMPLE JOB v : o i - I Insert Blank Before
2815907 i 3 g

YEARBOOK i : s R Insert Blank After

* Quantity * Pages

Move to 'n' Page
1 22

e __,,‘ e - Remove Page
RAAREe

Basic Copy Request 10 I
Ll o) !
mEmEE : e ke :
Ll i i { o e
A | Orientation ot ol il NEme g

Portrait

B | Color or B&W
. | Color

¥ Duplex ; | | G z 1 Right click on Visual Product Builder screen
Double-sided (duplex) b : 4 and select ‘Color or B&W’ option.

Basic Job Options

Media You will then have the option to select

) " e VY between color printing or B&W printing for
D Media(Copy Paper, Wh.. - that specific page. Job will also price color
impressions and monochrome impressions
Finishing separately as well.

Basic Copy Request

Once selections are

Files Add Files « made, users can visually

—|| see the changes on the
Jackson Yearbook Pa... ~ T B3 2 | screen.

M\ | Pricing for B&W printing
*Job Name (i) 7 ' is $0.02 per side &

sl pricing for color printing
SAMPLE JOB B is $0.06 per side.

* Quantity * Pages 12 Mixed impressions' will
be priced accordingty.

1 22

Basic Copy Request

- I:I Media(Copy Paper, Wh..

Finishing
Shrink Wrap

No Shrink Wrap

Collate
Do Not Collate

Cutting
No Cutting

Staple
No Stapling

Nrill
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How to Order: Basic Copy Request - Letter (8.5" x 11")
Mixed Impressions in Job (B/W & Color prints combined) (continued)

Users can also view mixed impressions in the ‘Special Pages’ button at the bottom of the
job menu.

Special Pages

*Ppages 6 + Scale to Fit

Media Color/B&W

Copy Paper, ...
Once the user selects the "Special Pages’ button, a window j Py Faper.
will pop-up to allow the user to view all of the rules
associated with the special pages.

- = | Baw

+ Scale to Fit
Users can select, in rule format view, all of the different

pages within the job that the user is requesting to be on
different media than the entire job or if the user wishes to
pnnFthat particular page in color or B&W versus the rest of I
the job. — |

Color/B&W

] B&W

-
= Color
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How to Order: Basic Copy Request - Letter (8.5" x 11")
Mixed Media in Job (Different paper types/colors within job)

Users can also select different media types for certain pages within the job. This option is
only available for the following products: Basic Copy Request — Letter, Perfect Bind
Booklet, and Coil Bound Booklet.

Basic Copy Request

Jackson Yearbook Pa... -

ARl _ ]

' Insert Blank Before
i ] ]

* Job Name

WEHNT :. ey
SAMPLE JOB Prireseslld & 4 Insert Blank After

Move to 'n' Page
* Quantity * Pages

1 22 RARE® |

"Ml-” l Color or B&W
I W

. Ld o]
Basic Copy Request Mo :

Remove Page

- D Media(Copy Paper, Wh..

Finishing

Shrink Wrap v ARt ialyl Right click on the Visual Product Builder

No Shrink Wrap : ! gl screen will give you specific job options.
‘ il Select the "Change Media of this Page’ to

! : @l change the media type for that specific

Do Not Collate i | | <=4 page only.

Cutting

No Cutting

Collate

Media Once the 'Change Media of this Page’ option is
selected, a window will pop-up te allow users to
Filter Size  Any Size select the specific media for the selected page.

Only available colors and paper type will be available
card Stock, Amethyst to you. Please note the print shop does not stock all
colors or paper types.

Card Stock, Blue

Card Stock, Canary

L
]
]
]
]
Card Stock, Gray
|J|:| Card Stock, Green US Letter

Card Stock, lvory US Letter

Card Stock, Gold

¥ Fit content to paper - scale content up or down (use when file and page are different
sizes)
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How to Order: Basic Copy Request - Letter (8.5" x 11")
Mixed Media in Job (Different paper types/colors within job) (continued)

Basic Copy Request

Jackson Yearbook Pa... v

*Job Name (i )

SAMPLE JOB

* Quantity * Pages

1 22
e
mamaR

g R .
Basic Copy Request LT

T
= |:I Media(Copy Paper, Wh.. After the selection is made, you will see changes on

the Visual Product Builder screen.

Finishing Please note, selections only affect the side of the

: page selected. If you wish to have both a front and
Shrink Wrap = | | back on this special media page selection, you will
No Shrink Wrap R ; | | also need to grab the next page and select the same
Collate v ] bac

Do Not Collate

Basic Copy Request

Lo G e St
Jackson Yearbook Pa... = et bk

) u{{m ] * . =
*Job Name (i) ﬂ Jii ! ST i i o
SAMPLE JOB YEAREOOK 2 4 E. Insert Blank Before

Insert Blank After

* Quantity *Pages 10
1 2 8

- L
2 CHEFSE ) T Color or B&W
Basic Copy Request - . e e

Media of this page
; | T |
l:' Media(Copy Paper, Wh.. -

1 12 13 14
& e T —— Move to 'n' Page

Ll L)
@@ Remove Page

Finishing
Basic Copy Request

Files

T o T
Jackson Yearbook Pa... gatat ot

*Job Name ﬂﬂﬂmﬁ'ﬂ
SAMPLE JOB Bl

* Quantity *Pages

1 22

Basic Copy Request

: |:| Media(Copy Paper, Wh..

Einichino
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If you have any questions or need additional support, please contact:

Julian Solis

jsolis@paramount.k12.ca.us
562-602-8088
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