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How to Order a Business Card
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How to Order a Business Card

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. l

FEATURED CATEGORIES CATEGORY

t Grec 3. s5 are happening in Para

Welcomelio
Doramnonia Un

STEP 2 — In the “Categories” page, click the “Browse” button to open the Business
Card product category.

Business Cards

Basic Copy Request

Basic Copy Requests - Each product

is split into it's own product based

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

IN THIS CATEGORY:

PUSD Business Card

District Standard Business Card -
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How to Order a Business Card

STEP 4 — Once the Visual Product Builder screen is visible, you will see the District
template on the screen and the job menu on the left side.

PUSD Business Card

*Job Name
Sampi<}

* Quantity
100

bl
Edit Preview

2 I O PARAMOUNT UNIFIED SCHOOL DISTRICT

Personalization Great things are happening in Paramount Schools.

* Name
John Doe
‘ John Doe
* Title
Position/Title
Position/Title men u
Abraham Linceln School Tel: (562) XXX-XX3X

© Email d nd 15324 California Avenue Fax: (562) XXX-XXXX
name@paramount.kl12.ca.us form Paramount. CA 90723

* Tel H
ﬁ e I dS Email: name(@paramount.k12.ca.us
(562) XOOK XXX

* Fax

(562) MHXXK-KXKX

* School/Dept

Abraham Linceoln School

STEP 5 — On the left side of the Visual Product Builder, simply work your way
down from top to bottom and fill in the fields.

PUSD Business Card

*Job Name

* Quantity
100

Q L 2259% ¥ Q a1

b
Edit Preview
a

PARAMOUNT UNIFIED SCHOQL DISTRICT

Personalization s Great things are happening in Paramount Schools.
Replace your name and position

title in the fields below.

John Doz Template will auto populate

with personalized entries on the John Doe
left side. Position/Title

| NENEN coln School Tel: (562) XXX-XXXX

* Email - - .
: B Be careful to only replace corresponding text ~ [JFax: (362) X0OCXXXX
name@paramount. .Ca.Us .
" 0 and do not delete the PUSD domain

.
Tel ] Einail pomoeioos
(562) XoOH-XKX

*Mame

* Title

Position/Title

Replace only the "xx" values with the
" Fax corresponding telephone/fax numbers for your
(362) 30000 department/school - DO NOT ERASE HYPHEN

* School/Dept

Abraham Lincoln School
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How to Order a Business Card

STEP 6 — Once you fill out the form fields and the information on the screen is
correct, hit the “Add to Cart” button on the bottom right corner of the screen.

This will take to you an additional review screen, to allow you to verify that all
entries are free of spelling errors and/or other possible mistakes.

If the final preview is correct, hit the “Add to Cart” button on bottom right corner
of the screen and the product will be added to your shopping cart.

PARAMOUNT UNIFIED SCHOOL DISTRICT

Great things are happening in Paramount Schools.

First Last
Teacher

] Collins School Tel: (562) 602-8008
+ Email 6125 Coke Avenue Fax: (562) 602-3009
Long Beach, CA 90805

* Title

Teacher

Flast@paramount k12.ca.us

* Tel : Y
Email: FLast(@paramount k12.ca.us
(562) 602-8008

* Fax

(562) 602-8009

* School/Dept

Collins Elementary School

T Ty T T T T T T

Gat Shings are Aappe ang n Paramount Shood

First Last
Teacher

Jins S¢ ool Tl (S62) 602 S00s
b Coke Avene Fax: (462) 02800
2 Beach, CASOs0s

bEmal: Flasau ::‘u..l.'nu.;'ﬂA'..' Gl s
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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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