Sarasota County
School District

Print Shop Services

101 Old Venice Road
Osprey, Florida 34229
941-486-2165



WebCRD

The Print Shop is delighted to announce the availability of WebCRD. This new tool uses cutting-
edge technology to make it simple and fast to submit your print jobs. This will help us to deliver
you even better results more costeffectively.

WebCRD has many great features for you such as:

= Easy to learn and simple to use

= Enables you to place an order anytime anywhere you have access to theinternet
= Saves time with a simple single-screen ordering process

= Intuitive file uploads with automated PDF conversion from Macs toPCs

= |Immediate on-screen document preview prior toordering

= Email notification status

= One-click reprints of previous orders

= 24X7 job status available and email updates

We look forward to providing you with even better service through WebCRD. If you should
have any questions, please call the Print Shop at 941-486-2165.

Sincerely,

Dave Chappell
Print Shop Supervisor

We take copyright infringement seriously. In the event of a lawsuit, you/and your school
must be able to produce proof of purchase or WRITTEN permission from the copyright
holder to reproduce these materials.
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How to submit a job to the cloud forprinting

1. Log on to MySCS account.

2. Click on the Search icon and type Print Shop.

Search Applications

Print Shop




3. Click on the Print Shop icon to add it to youraccount.

Search Applications

Print Shop

4. Enter your Contact Information (for location enter your school name, not your cost
center) and click Save.

Roles 3 Ordering Home | My Account | Help | Logout

Orders Manage Files W CART[2]

My Contact Information

Make desired changes to your personal contact information. The Print Center may use this information to contact you about your order if necessary.
Fields with an * are required at all times, fields with an * are required to submit an order.

Address Phone / Email
First name* |Jane Email * [Jane Doe@sarasotacountyschools.net
Last name* [Doe

Location* [Venice High School

Department * | Math| x|

Actions:

® Apply changes to my default addresses that use this information: O Apply changes to my Personal address only.
Personal, Billing, Shipping This will create a new contact in your Personal Contacts list.

m-




5. Upload a document — Click to browse (Only PDF files can be used for ordering). Make sure
all necessary changes to the file are made before uploading it.

Roles »» Ordering Home | My Account | Help | Logout

———
N

Ty

I.-""' ‘i@ \

Orders Manage Files W CART[3]

@ Search for Items =

[y Files 72 Need Help?
|Search Text Contact us with questions, issues, and
m o ’ g helpful suggestions
. L \ P . Get Help Now »
Drag files here or click to browse Order custom prints from hardcopy,
‘,x User Tools CD, flash drive, etc

Getting Started

View Order History

Reorder Uploaded Files

Manage Account

6. Select a PDF file and clickOpen.
7. Provide an Order Name and select Continue.

Home | My Account Logout

JV Ccart

Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartiD 1008

Provide an optional name for your order.
Naming your order can be helpful for reordering.

Provide an Order Name
Item 1 ' Replace File
Order name |
| Sl - _/ Please enter a meaningful name to help the print center identify the Quanlily 1

1 Page order, and to help with future reordering.
8.50x11.00 Inches

Click the image to rev o
Select your print options, then click Preview to review thi prior to ordering.

Print BfW, 1-Sided, 8.5x11 White Copy, Down Only

Enter special instructions for this item.




8. Enter the Quantity.

Roles > Ordering Home | My Account | Help | Logout

V' Cart

Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartiD 1008

Order name asdf

Item 1

Quantity |1

'.’ “eplace File

SIN242686.pdf
1 Page
8.50x11.00 Inches

Click the image to review the proof.
Select your print options, then click Preview to review this item prior to ordering.

Your Selected Print Options Print B/W, 1-Sided, 8.5x11 White Copy, Scale Down Only

9. For specific print options click Preview/Change Options.

Roles 3 Ordering Home | My Account | Help | Logout

JV Cart

Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartIiD 1008

Order name asdf

Hem v =

SIN242686.pdf .~ Quantity [T
1 Page
8.50x11.00 Inches

Click the image to review the proof.
Select your print options, then click Preview to review this item prior to ordering.

Your Selected Print Options Print B/W, 1-Sided, 8.5x11 White Copy, Scale Down Only




10. Additional options are available. Under Scaling always choose Scale to Fit. Once you have
selected your print options select Done with Print Options.

+ Print Options - Math Book.pdf

A Quick Sets

i== Click to select from a list of '
Q 1-Click Print Options

Booklets

L ©

o oi S8 Math
T sy Workbook

ﬂ Scaling
Scale to Fit

Plex ¥ .
B i + == x e

D Covers
Front: 8.5x11 White Cover,
Print on Outside

Back: 8.5x11 White Cover, Name

No Printing

Binding
" Tape Bind / Left

Other (not shown)

L©

Special Instructions
(not shown)

o - [T 4 < Page > >

11. Select your school from the Cost Center Name menu.

Enter special instructions for this item.

Shipping Information Add Address

| would like my order shipped by: Monday, September 14, 2020 :: Note: Only dates when the print center is open may be selected.

Major Pamela " Select a Shipping Method
9033 Pony| v
P Shop

Pamela.Major(@sarasotacountyschools.net Delivery Estimate

Tuesday, September 15, 2020

Ordered ltems Quantity
1 Math Book.pdf 50

Enter shipping instructions for this recipient

Billing Information

Misjor Famela " Select Billing Codes for Payment
;E:-‘:shop Cost Center Name |
Pamela.Major@sarasotacountyschools.net
Other

Example Code 1234 (Please enter in your Department Number)

Enter billing instructions for this order

Continue Shopping Place Order



12. You may need to scroll down to find yourschool.

Enter special instructions for this item.

Shipping Information Add Address
| would like my order shipped by: Monday, September 14, 2020 center is open may be selected.
. - . 0012 — Alta Vista A
Major Pamela " Selecta Shipping Meth| o0 5o vicw
2033 |P°"Y - 0031 —- Sarasota Middle
i 0051 —— Sarasota High
Pamela.Major(@sarasotacountyschoals.net Delivery Estimate 0071 — Bay Haven

Tuesday, Septembelnog4 —— Booker Middle
0085 ——- Booker High
CEETIEEN 0101 — Brentwood _@
1 Math Book.pdf 0111 — Brookside 50
0121 — Englewood

Enter shipping instructil0131 — Fruitville
0141 -—— Meclntosh
0171 —— Phillippi

Billing Information 0181 — RHS
. x 0191 — Southside
Major Pamela < Select Billing Codes|0201 — Tuttle
;ﬂi:tisbop Cost Center Name 0217~ Venice El
5 02271 —— VHS
Pamela.Major@sarasotacountyschools.net :
Other |0261 — Gocio

0271 — Gulf Gate
0291 —— Wilkinson
0293 — Oak Park
Enter billing instrucy0294 —— Triad
0301 —- Ashton

0381 —— Garden
0451 —- Venice Middle Place Order

0461 —- Glenallen

Example Code artment Number)

© 2001-2019 Rochester {0471 — Lakeview v Eeenea
0491 —— Taylor Ranch

13. Select Place Order.

Enter special instructions for this item.

Shipping Information Add Address

| would like my order shipped by: Monday, September 14, 2020 Note: Only dates when the print center is open may be selected.

Major Pamela /" Select a Shipping Method
9033 Pony | Vv
e
Pamela. Major@sarasotacountyschools.net Delivery Estimate
Tuesday, September 15, 2020
Ordered Items Quantity
1 Math Book.pdf 50

Enter shipping instructions for this recipient

Billing Information

Major Pamela < Select Billing Codes for Payment
9033
Print Shop Cost Center Name ‘0221 ——- VHS

Pamela. Major{@sarasotacountyschools.net
Other

Example Code 1234 (Please enter in your Department Number)

Enter billing instructions for this order

Continue Shopping Place Order



14. You will receive an email confirming your order. It may be delivered to your junkfolder.



11
Important items for printing submission

= PDFs must be less than 500 MB. If your file is larger than 500 MB, you need to create a
new PDF. See page 13.

= |f your PDF is in color, you will need to create a new PDF in black and white because the
file is too large. See page 13.

= We are unable to print secured PDFs. It will say SECURED at the top of the pdf. Make
sure you have permission to copy the file. If you have permission, print out a hard
copy, rescan it to a PDF, and resubmit the job. See the example below.

a OctoberNOPREPMathandLiteracykKindergarten.pdf (SECURED) - Adobe Acrobat Pro DC

File Edit View Window Help

Home Tools WebCRD Manual wi... OctoberNOPREPM...

® s R Q © 1/ © &
L e .

= We are no longer able to extract pages (ex. you only want two pages printed from a 50-
page file). Before you submit the job, you need to have the pages extracted from the
PDF. See page 16.

= |f you try to extract pages and receive an error message like the one below, your PDF is
secured. If you have permission, print out a hard copy, rescan it to a PDF, extract the
pages, and resubmit the job.

Shell exec returned error: /S /c ANRSAXPDFConvert.exe

oK

If you are submitting the same order for multiple teachers, use one order number. See
page 26.



The following items require a regular request form

e Color copies

e Colornewsletters

e Letterhead

e Envelopes

e Business cards

e NCR paper (carbonless paper)

e Any single page (1,000 or more copies)order
e Padding

e Cutting

e Tabs

e Internal Account ltems

Any type of fundraiser (ex. PTO, PTA, & BoxTops)
Uniform sales

o

Yearbook sales

Donations to food banks

Book fairs

Childcare items

Personalized memo pads

Non-personalized memo pads for staff given as gifts
Playbills

O O 0O 0O o o o o



How to reduce the PDF size if it is more than 500 MB
or downloaded from the internet

1. Open the PDF file in Acrobat and select the File tab and select Print.

a 05-27-20 Binder1.pdf - Adobe Acrobat Pro DC
IFI8 Edit View Window Hel[_n_

[ open.. Ctrl+0
an
»
L@ Create ) é?
gom i e T
Save ﬂS Shift+Ctrl+S o WO 8115489 Aecouscd 1211CC
For o Nk Bibabie e 31,0
St o e 72020
Save as Other »
Export To »
Send FI!E L coun @] \:wa;:u':;:n' ur [T] curs[E]
wanoon [ ] weemo [ |
comen [ XTI,
glOSE Ctrl+W NOTESTHSMEM |SockOnesd ____ ___  WkCeesd
s T
T ormenior g 1
Properties... Ctrl+D UGS

- Print.. Ctrl+P

1 C\Users\a051601\..405-27-20 Binder1.pdf

2 C\Users\a051601\Desktop\.. \SIN258746.pdf
3 \WF\2020.10 Ashton Star.pdf

woz 115489 em 101 1
4 C:..\RGrammar_Pack_1_-...ives_and_Verbs.pdf

5 C..\Grammar_Pack_1_-_...ives_and_Verbs.pdf woe 115490 1em 1o 1

View All Recent Files...

Exit Ctrl+Q soeTwe el — T
P e s—

T e T




2. Select Adobe PDF from the drop-down menu and select Print.

[ A dobe PDF i Advanced Help @

Copies. |1 = Print% grayscale (black and white)
[ save ink/toner @

Pages to Print Comments & Forms
@Al Document and Markups -
O Current page

Summarize Comments

) pages ]1 -2

* More Options Document: 8.5 x 11.0in

8.5 x 11 Inches

Page Sizing & Handling @

Size Poster Multiple Booklet
OfFit
@ Actual size

() Shrink oversized pages

() Custom Scale: 100 %

[[] Choose paper source by PDF page size

repi-—4
e
Orientation:
@Aum portrait/landscape
O Portrait
O Landscape

woz 1154289 mEm Tor 1

< ' £

Page 1 of 25

Page Setup... Cancel v

3. Select the Icon to the right and rename the PDF and select Save.

SFind - D
Save PDF File As b (=3
- G Replace
~ le = Dictate
& @ » ThisPC » Desktop > Problems ~ (] 2 Search Problems x h Select ~ =
[ Editing Vioice
Organize New folder e . =
(@] Problems ) Name bl
D. Bays - RGrammar_Pack_1_-_Nouns_ Adjectives_and_Verbs.pdf
Glenallen = Grammar_Pack_1_- Nouns_ Adjectives_and_Verbs.pdf
PSM Invoices to print "2 RThink_it_Through_book_1.pdf
Quotes = Think_it_Through_book_1.pdf
Record Retention 2 RPrimer_Sight_Word_Worksheets.pdf
Record Retention Capies = Primer_Sight_Word_Worksheets.pdf
- ;.
N > RUnit_2_homework_pack.pdf
RSA Corrections -
P ~ RU1L5_Seatwork.pdf
RSA Training =
~ U1L5_Seatworkpdf
SCSB_VPN_Installation - : .
~ RAmazing_Grace_-_Print_Shop.pdf
SUpEViSor HOoWito “* Amazing_Grace_-_Print_Shop.pdf
Tracy “F RMaddis Fridae - Print Shoo.ndf o
lintitled-1 Accinnmantc i 2
~
Save as type: |PDF files (*PDF) >
~ Hide Folders Cancel




4. You will receive a message stating a PDF file was created.

Adobe PDF
Your PDF file "Ne (

Binder1.pdf* h

A Al ]
AcroTray

5. Log onto the WebCRD and submit the new file for printing.

6. If you do not have this feature in Adobe, then contact your IT department.

15



How to extract pages from a PDF file using SurePDF

1. Open a PDFfile.

File Edit

Home

(8

& O

e ERQ OO 1 /2

Tools 05-26-20 Binderl.pdf =

war 118487 frew Tor

wow T1B487 mrw 1o 1

e wos VIS4E mou 1w 1

@ E Sign In

=1
-

2. Click on the File tab and select Print.

[ 1
Lo

- -

Open... Ctrl+0O
Create 4
Save As... Shift+Ctrl+S
Save as Other 3
Export To >
Send File 3
Close Ctrl+W

Properties... Ctrl+D
Print... Ctrl+P

1 C:\Users\a051601\..\05-26-20 Binder1.pdf

2 Ci..\How to extract pages using SurePDF.pdf
3 CA\.\How to convert Microsoft Word.pdf

4 C:..\How to extract pa..ate a new file.pdf

5 C:\Users\a0516071\Desktop\.. \ABC pages.pdf

View All Recent Files...

Exit Ctrl+Q

s o]
e —
=]
]
e B
= —
wos 118467 rev 1o 1
Wos 115468 mem Tof
[t S
] T — T T rrra— R
=== === =
(=]
) eemr
[— T |
—




3. Select the Printer drop down menu.

Copies: |1 =

Pages to Print

® Al

(O Current page
(O Pages |1 -22

¥ More Options

Page Sizing & Handling @

Size Poster Multiple
OFit
(O Actual size

(@ Shrink oversized pages

(O Custom Scale: IWUU 9%,

Printer:  |JkER i

Advanced

Print in grayscale (black and white)

[]save ink/toner

®

Comments & Forms

Document and Markups
Summarize Comments

Scale: 96%
8.5x% 11 Inches

wos 115467 2 Tor

et 0s1
s

Dt

4. Select the Sarasota Print Shop.

Printer: | 7835 =
. |7835
BRRSE . ciobe PDF
Color-V80 (Xerox EX 80 Server US 1.2)
Pages to Fa_)( A
Microsoft Print to PDF
@Al Microsoft XPS Document Writer
(O Current OneNote for Windows 10

(O Pages
Send To OneNote 2016
¥ More Gpuons

Page Sizing & Handling @
Size Poster Multiple
OFit
O Actual size
(® Shrink oversized pages

(C) Custom Scale: 100 %

[ Choose paper source by PDF page size

[] Print on both sides of paper

Orientation:

@ Auto portrait/landscape
() Portrait

(O Landscape

Advanced

[JPrint in grayscale (black and white)
[] Save ink/toner

@

Comments & Forms

Document and Markups
Summarize Comments

Scale: 96%
8.5x 11 Inches

wicg 115467 mau 1or

et 4L
E.

g

wos 115487 M 1ot 1

< 0




5. Select Pages and list the pages you want printed.

Printer; | Sarasota Print Shop w2 Properties Advanced Help @
Copies: |1 : [JPrintin grayscale (black and white)
[] save ink/toner @
Pages to Print Comments & Forms
[@F.\[ Document and Markups ~

(O Current page
- I Summarize Comments
@ Pages |1,3,10-15,22

¥ More Options Scale: 100%

8.5 x 11 Inches
Page Sizing & Handling @

woz 115488 mEM T o1 1

Size Poster Multiple Booklet

WO a
Fa Lamd Wekors
sl

OFit
O Actual size

(@ Shrink oversized pages
——

6. Scroll forward or backward to review the pages.

Printer;  Sarasota Print Shop R Properties Advanced Help @
Copies: |1 : [JPrintin grayscale (black and white)
[]save ink/toner @
Pages to Print Comments & Forms
Quai Document and Markups v
(O Current page

Summarize Comments

@ Pages |1,3, 10-15, 22

¥ More Options Scale: 100%

8.5 x 11 Inches
Page Sizing & Handling @

woz 115488 Em 1o 1

Size Poster Multiple Booklet ; . worin

OFit
() Actual size

(@ Shrink oversized pages

() Custom Scale: IWUU %

[] Choose paper source by PDF page size

Orientation:

@ Auto portrait/landscape
() Portrait

(O Landscape

wos 115488 mem 1or 1

- v [ 4m

Page 9 of 9 (22)

Page Setup... Print Cancel \




7. Select Print.

Printer;  Sarasota Print Shop @ Properties Advanced
Copies: 1 : [ Printin grayscale (black and white)

[] save ink/toner @
Pages to Print Comments & Forms
Oall Document and Markups
(O Current page

Summarize Comments

@ Pages |1,3, 10-15, 22

¥ More Options Scale: 100%

8.5 x 11 Inches
Page Sizing & Handling @

woz 115488 7em 1o

1

O Fit

Size Poster Multiple Booklet . Wowi

() Actual size
(@ Shrink oversized pages

() Custom Scale: IWUU %

[[] Choose paper source by PDF page size

Orientation:

@ Auto portrait/landscape
O Portrait

(O Landscape

wos 115488 mem 1or 1

Page 9 of 9 (22)

'

Cancel o

Page Setup... - Print

8. Open Internet Explorer.

20 Binderl.pdf - Adobe Acrobat Pro DC

File Edit View Window Help

Home Tools 05-21-20 Binder1 pdf ® [

® B8 =EQ @ 1

Sign In

=

7]
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9. Log on to your My Sarasota Account.

o x
WG htps /iy sacasotacountyschoolsnet/ o nFolicy Jsp THelaytale s dAmerm S IABDC 1 bead0s6db 1ockeb 2 dert » @ Gl Seren. 0 - TR ]
aes | s CEMTRE 3 Schos o of Sarasota. | GG Business 3§ - ) sata County Scho @ Sarasota County Scho.. % [ §

s FRSA_ @Saa. BScho. MERO. WRusi. EI18E. S119M. T16H. B Ware. Fhina.  fpHome v Efeoct( ~ FReadmall dpPrint v Page~ Safetyv Took~ @@ Help v

File Edit View Favorites Tools Help

The DOCO0Zpd! download has completed, Open | = Open folder View downloads

R100% -

10. Select Checkout.

Add Document to Order

® My Cart  asdf
Add this documentto: O A New Cart

[corino sopping | crecon




How to convert Microsoft Word, Excel, and PowerPoint files
to a PDF file using SurePDF

1. Open a Microsoft Word, Excel, or PowerPoint file.

2. Click on the File tab.

B9 0@ 0@ - Emiils - Word Major Pamela [0

CEUN et Design  loyoul  References  Mailings  Review  View  ACROBAT Q7

= Copy o Replace

. NS ' PSR
* ormat painter | B T M -k X & * r Select -
Clipbeard 5 Foat " Paragraph Editing S
L i
Page 2af 12 16 of 2as0werds [

3. Select Print.

Embildoex - Word Major Pamela 7 = o
Email
Desktop = Email Correpsondence
Protect Document Properties -
Control what types of changes people can make to this document. Size
Protect -
Document = Pages
Words

Total Editing Time
Inspect Document Title
Chare . m;“; o Before pubdishing this file, be aware that it contains:
Docunbent propertics, authors name and related dates

hstes + A Comments
Content that people with disabilities are unable to read

Prant

Tags

Related Dates

Manage Document Last Modified Today, 548 AM
o Theve are no unsaved changes. Created 61972019 8:30 AM
Manage
Document = Last Printed 12/20/2019 B:45 AM
Related People
Author

MP . Major Pamela

Last Modified By :
MP - Major Pamela
Related Documents
Open File Location

Show All Properties

21



4. Select the Printer drop down menu.

Emaikdoc - Word Major Pamela 7 — o
o) Copies 1 o — o
== [=———=1 =
Save Print — = =
[——=] - — =
SRy : - _ - = =
Printer
Save as Adobe 7835 —
FOF 55 - -
% Ready =
Pant Printer Properties —
Share Settings [5====] —
Print All Pages
The whole thing
Pages:
Print One Sided
Qnly print on one side of th..
Feedback Colated .
Options
S NoStaples -
Portrait Orientation -
Letter .
85 %1
Marrow Margins
L 05" Right 0.5
- 117 |of12 k 0% =4
5. Select Sarasota PrintShop.
Emaikdoc - Word Major Pamela 7 — o
o) Copies 1 o — o
== [=———=1 =
Save Print — = =
re— —
SRy : - = == - = =
Printer
Save as Adobe S
FOF I T - -
Ready =
Pt 7835 - LI
Ready
Share [=35==1] ——
Adobe PDF

Color-VE0 (Merox EX B0 Server US 1.2}

Ready
Fax
Ready

']
Microsoft Print to PDF

Feedback Ready

Microsoft XP5 Document Writer
Ready

Options

OneNate for Windows 10

Sarasota Print Shop
Reacty

Send To OneMote 2016
Ready

Y TR EXEY )

417 |of12 k 0% =




6. Select the Printicon.

©

infe

Open

Save
Save As

Save as A
POF

Prnt
Share

Expont

Feedb:

Options

Emaildoox - Word Major Parmela 7 == o x
Copyes 1 Fe——
; - | ———] ——
= — =
= - E—
4l = =SS —_— =
=1 = — | === =
Printer =~
v
Sarasota Print Shop
= » =
== feady =
Printer Properties —-
Settings ER= —
% Print All Pages
The who
Pages:
Prent One Sided
iy print on ohe s
Coflated
1 Page Per Sheet v
Paoe Setun 17 jehz 0% =1

Major Pamiela L]

Lasyeut References

ste
. ¥ Fommat Painter

Clipbeard

Page 5 af 12

Ptind -

CentuySchor={14 = A K Aa- [fp IZ-i=-'e 52 AL T | apbcens Asbbcedd AgBbCe AabbCer AP Asescen & rapias .
B F U -aex X -wr.A - & E- H-0- TNemal  TNoSpac. b Heading 2 Title Subtitle ’ Sebact
Feat : Paragraph _— ,.,..I R Seyfes . Editing »‘ e
D
-~
-"-".umf:‘am

Finished converiing document Microsof Yword -
Email docx 1o Postseript

23



8. Open Internet Explorer.

Mailings  Review  View
] . 1 LFind ~
, P A q
Y Calibri (Bodyl+ |16« A" A" | ha- | fp AaBbCeDd | AsBbceDd AaRbC AaBbCe AAaB e X .
L8 »
puis ——— PR A+ A~ = = E- HHr T Mormal §TNoSpac.. Heading 1 Heading 2 Title Subtile <] [y select - =
Clipboard 5 Font & paragraph R Styles n Edting ~
L WY 20300500074
9
" ]
-
= oF
-
wi
x1
. _ ]
Page 1ol  STowords [ RS + 0%

9. Log on to your My Sarasota Account.

File Edit View Favorites Tools Help

i TRSA. @Sara. BScho.. @IXERO. ERBusi. E118E. @119M. E116H.. B Ware. F Fina.

LogIn

The DOCO0Zpdf download has completed, Open | = Open folder View downloads X =




10.Provide an Order name.

T hiipsy)

File Edit View Favorites Tools Help
i TRSA. @Sara. BScho. EIXERO. ERBusi. E118E. @119M. 2116 H. B Ware. 7 Fina.

" K vome » B Feek

‘Shipging Information

| would ko my ordar shipped by: Friday, June 12, 2020 ]

ey e

a i k@
[+ Fonvescro-ue I

25



How to add other teachers to your order

1. Select Add Address.

Favorites Tools Help

» o~ - =1
3SA.. @ Sara.. B Scho.. £]XERO.. @ Busi.. £)18E.. £]19M.. €116 H.. B Ware... i Home ~ Y Feeds ()~ [=] Read mail (=0 Print ~ Page > Safety > Tc
Enter ial instructions for this item.
Shipping Information Add Address

| would like my order shipped by: Thursday, September 10, 2020 Note: Only dates when the print center is open may be selected.

Major Pamela " Select a Shipping Method
9033 Pon; .v
Print Shop |—y .
Pamela.M “ Delivery Estimate
Friday, September 11, 2020
Ordered tems Quantity
1 Title page lesson 4 print.pdf 1
Enter shipping instructions for this recipient
Billing Information
Major Pamela 2 Select Billing Codes for Payment
g:?rﬁshop Cost Center Name |
Pamela.Maji hools.net

Other |9033

Example Code 1234 (Please enter in your Department Number)

Enter billing instructions for this order

Continue Shopping Place Order

2. Select Create a new contact.

Enter special instructions for this item.

| would like my order shipped by: Thursday, Sep i Note: Only dates when the print center is open may be selected.

Major Pamela /" Select a Shipping Method
9033 W
_
Pamela.Major(@sarasotacountyschools.net Delivery Estimate

Friday, September 11, 2020

1 Select an address 1
Click to add another ship address from your contacts list. —

+1 Create a new contact
Click to add a new address for this order and add it to your contacts list.

Billing Information m

Major Pamela < Select Billing Codes for Payment
;?i:fshp Cost Center Name [
Lok T = Other [5033

Example Code 1234 (Please enter in your Department Number)

Enter billing instructions for this order

Continue Shopping Place Order

Shipping Information




3. Enter the teacher’s information andSave.

New Shipping Address

First nama*[

Email *[
Last name*[

Department |
Location +|

Fields with an * are required at all times, fields with an * are required to submit an order.

Modify Information For

® This order only
O This order; and

anew inmy C list.
[] Make this my Default Shipping Address

Cancel Save

Favorites Tools Help

SA .. @ Sara.. B Scho.. &1XERO.. @ Busi.. £118E. €]19M.. 116 H.. B Ware..

»
&Home + B reeds ¢y~ [ Read mail @Print v Page~ Safety~ Tt

New Shipping Address

First name*[Dave

Last name*lchappell

Email +[ David.Chappell@sarasotacountyschools.net
Department | Print Shop)|
Location +l9|:|33

x ]

Fields with an * are required at all times, fields with an * are required to submit an order.

Modify Information For

® This order only
O This order; and

anew in my C. list.
[ Make this my Default Shipping Address
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4. Select Quantity.

Enter special INSTructions ror this item.

Shipping Information

| would like my order shipped by: Thursday, September 10, 2020

o Major Pamela
9033
Print Shop

Pamela.Major(@sarasotacountyschools.net

e Dave Chappell
9033
Print Shop

David.Chappell@sarasotacountyschools.net

Billing Information

Major Pamela

9033
Print Shop

~ Select a Shipping Method

W [Pory[v]

Delivery Estimate
Friday, September 11, 2020

Ordered Items
1 Title page lesson 4 print.pdf

Note: Only dates when the print center is open may be selected.

Quan

Enter shipping instructions for this recipient

/" Select a Shipping Method

W [Pony[v]

Delivery Estimate
Friday, September 11, 2020

Ordered Items
1 Title page lesson 4 print.pdf

Quantity

Enter shipping instructions for this recipient

< Select Billing Codes for Payment
Cost Center Name [

5. Enter the Quantity and Save.

Enter special instructions tor this item.

Shipping Information

I would like my order shipped by: Thursday, September 10, 2020 i

o Major Pamela
9033

" Selecta Shipping Method

W [Pory[v]

Note: Only dates when the print center is open may be selecied.

Print Shop
Pamela. Major@ hools.net Delivery Estimate
| ;p.e.cify I't‘ern Qua;rtl'ty- e
Title page lesson 4 print.pdf
1.Major Pamela [25
o Dave Chapmal 2 Dave Chappell
::fsw w Total 50
David.Chappell@sarasotacountyschools.net m m

Billing Information

Major Pamela
0033

[

Ordered ltems
1 Title page lesson 4 print. pdf

Quantity
1

Enter ship ping instructions for this recipient

~  Select Billing Codes for Payment

Add Address

Add Address




6. Your job ticket will list your name and the teachers you have added to yourorder.

An order confirmation email will be sent to you (if enabled). = y

Order Information

Order Name Test Order Number 7838

Submitted On 09/08/2020 1:43 PM Requested ship date 09/10/2020

Customer name Major Pamela [A051601]

Ordered ltems

Ship to Major Pamela

Qty Item / Form # Workgroup / Folder

25 Title page lesson 4 print.pdf A051601
default
Ship to Dave Chappell
Qty Iltem / Form # _ Workgroup / Folder
25 Title page lesson 4 print.pdf A051601
default

Billing Information

Major Pamela Phone / Email

5033
Print Shop

Pamela.Major@sarasotacountyschools.net

Account Codes

P T




How to change your school location settings

1. Log on to your Print Shop icon and select My Account.

Roles »» Ordering

Home | My Account | Help | Logout

Orders  Manage Files W CART[3]

'@, Search for ltems . DrrallISpec l_tem -

4
[y Fies \ 72 Need Help?
[Search Text Contact us with questions, issues, and
m helpful suggestions
i . \'-.- o B Get Help Now »
Drag files here or click to browse Order custom prints from hardcopy,
X User Tools CD, flash drive, etc
Getting Started

View Order History
Reorder Uploaded Files

Manage Account

2. Select Modify.

Roles 3 Ordering Home | My Account | Help | Logout

\ sarASOTA

County Schools

Orders  Manage Files

W CART[3]
My Account [ Email Options | [ Primt Options | | Manage Comtacts | [ My Workgroups |
My Contact Information Or select from this contact list
Address Phone / Email




3. Enter the name of your school (not your cost center number) and click Save.

Roles 3 Ordering Home | My Account | Help | Logout
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Orders Manage Files w CART[2]

My Contact Information

Make desired changes to your personal contact information. The Print Center may use this information to contact you about your order if necessary.
Fields with an * are required at all times, fields with an *are required to submit an order.

Address Phone / Email

First name* [Jane Email* [Jane Doe@sarasotacountyschools.net

Last name* [Doe

Location* [Venice High School

Department* |Math| x |
Actions:
® Apply changes to my default addresses that use this information: ' Apply changes to my Personal address only.
Personal, Billing, Shipping This will create a new contact in your Personal Contacts list.




How to change default settings

1. Select My Account.

Roles »» Ordering

A\ County Schools

Orders Manage Files

My Account
My Contact Information

Home | My Account | Help | Logout

W CART[O]

[ Email Options | [ Print Options | [ Manage C | [ My Workgroups |
Or select from this contact list

2. Scroll to the bottom of the page and select the Print tab.

Email Options

] order Completed
Receive an email when your order has been completed.

W shipment Notification
Send an email to the order owner of the shipment when shipped.

W Item Expiration
Receive an email when your documents expire.

Print Options

Summary | Print Binding  Covers  Other
Print: B, ed, 8.5x11 White Copy, Scale to Fit

| Shipment Notification to Recipients
Send an email to the recipient of the shipment when shipped.

| Order Completed To Billing
Send an email to the designated Bill-to individual from your erder when completed.

] Order Receipt
Receive an email when your order has been submitted.

3. Select the drop-down menu in Output to B/W and select Save.

Print Options

Summary Binding Covers  Other
ouput [aw V]

Paper }ﬂ [[] 8.5x11 White Copy 'I

Scaling { Scale to Fit v
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Paper Choices

 Print Options - 05-21-20 Binder1.pdf Print Options Summary Qui

Select Paper

Click to select from a ||
1-Click Print Options

A

Current Paper: 8.5x11 white copy

Use the filter options below to view the available paper choices.

Color [ Any v Size [8.5x11 (Letter) ¥

Output ;
. The paper size has been preselected for you.
B/W
These papers match your color, size and filter options. Click on the paper name to select it. To make no changes and keep the Current
I:‘ Paper Paper selection shown above, click Cancel.
8.5x11 white copy | | Name ‘ Color | Size
@ Scaling [] 8.5x11 white copy White 8.5x11 (Letter)
Scale to Fit [ 8.5x11 blue copy Blue 8.5x11 (Letter)
Plex [[] 8.5x11 green copy Green 8.5x11 (Letter)
1-Sided [ 8.5x11 pink copy Pink 8.5x11 (Letter)
— [] 8.5x11 yellow copy Yellow 8.5x11 (Letter)
° I [ white vellum White 8.5x11 (Letter)
] blue vellum Blue 8.5x11 (Letter)
Binding
o o [ green vellum Green 8.5x11 (Letter)
[ pink vellum Pink 8.5x11 (Letter)
o CIReH et by O yellow vellum llow 8.5x11 (Letter)
[ white drilled 3-hole punch paper i 8.5x11 (Letter)
o (Special Il}s'lruc‘lions [ blue drilled labeled drilled ue 8.5x11 (Letter)
(not shown)
. [ yellow drilled zllow 8.5x11 (Letter)

RS —— —

Done With Print Options



Binding Choices

Please limit tape bind and comb binding books to 100 pages including covers. The
minimum number of pages needed is 20 pages. Tape bind and comb binding icons
will not be shown if the number of pages is less than 20. Preview your job before
you submit it because we are unable to make changes to your PDF.

= Click to select from a list of

Q 1-Click Print Options

Refine Your Print Options
~
. Output
B/W
Paper
8.5x11 white copy
L,;,‘ Scaling ]
t| scale to Fit Gollatian
% Plex 1 ) 3 —
1-Sided - } _-\ ‘
U Covers __ __ 3 2
Tttt Collated Uncollated
- Q s
U Other (not shown) '
Special Instructions
(not shown) Left
Staple
S rd
1 ! ’
! 1
Dual Landscape Dual Portrait Single Landscape Single Portrait
Comb Binding
v
Black
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