Print-to-Printshop ¢ Ordering Business Cards
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Welcome to the new Print-to-Printshop! Login

Use ALL CAPS.

We hope you enjoy the new look & these exciting new features! for your User D,

“Your password
is case-sensiive.

Click the Go
button for more
information

Ordering from home?

Download the
SurePDF
~ B L. Print Driver
Print-to-Printshop Training Resources to install your
Installing the SurePDF Driver (PDF) Print-to-Printshop
Basic Ordering (PDF’
Introduction to 1-Click Order Presets (PDF’
Order Requirements for Next Day Delivery (PDF
Ordering BV Forms (PDF’
Ordering Business Cards (PDF
Ordering for Multiple Recipients (PDF)

Scan-to-Printshop Training Resources
Scan-to-Printshop for 5600 series copiers (PDF)
Scan-to-Printshop for 7600 series copiers (PDF}

General Information

Login Information

1. Log in to the Print-to-Printshop site at https://printshop.bluevalleyk12.org

|| Print-to-Printshop - User ID [packer... | -+ -
Proxy Home | My Profile | Help | Logout
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Order History & Reorders  Manage Files Contacts Reports PENDING ORDERS [0]

Upload A PDF File BV Forms Order from My Files Hardcopy Orders

to place your order. Search your personal file cabinet for items Order custom prints from a
to order. hardcopy, CD-ROM,

— — Thumb drive, etc.
- Please submit your materials
through Interoffice Mail
or bring in to the
Printing Services office.

This option typically adds
2.3 days fo normal

Curriculum - Letterhead
Materials : oo} & Envelopes

Business Cards
Specialty
Item
Information

0 Rochester Software Associates, Inc. All rights reserved.

2. From the Home screen, click the Business Cards ‘Go’ button.



| Print-to-Printshop - User ID [packer... | + | =
Home | MyProfile | Help | Logout

Order History & Reorders  Manage Files Contacts Reporis PenCing OrRDERS [0]

Home > Catalog > BusinessCards > Business Cards

Select Items

Add items to your Order by entering gquantities and clicking Add to Order at the bottom.
For template documents, click Configure to set up the template and add it to your order. All items with quantities are added to your order first.
Item Search Item Rows Per Page 100 ~
Form #

SortBy hem  « AZ -

BusCard_master1009.pdf

@ BV BC

For 500 cards, enter 42 in the "Requested” field at the bottom of the order page. For 250 cards, enter 21

Located in i rds / Cards

[1-1] of [1]

Add to Order

© 2001-2010 Rochester Software Associates, Inc. Al rights reserved.

3. Click the ‘Configure’ button to begin your order.

Order Your Business Cards

Template Instructions Preview

Flease check with your Budget Administrator for authorization to order
Business Cards.

Click for full-size proof

For 500 cards, enter 42 in the "Requested" field at the bottom of the order page.
For 250 cards, enter 21.

Form Fields

Current Mode: Interactive Switch to C5V Mode

MName PALL ACKERMAMN
Enter your name in ALL CARPS
Title Printing Services Coordinator
Enter your title
Title2
Enter a second title line if necessary
Phone 1

913.239.4028 office
Enter your office phone #

Phone 2 or Fax 913.239.4580 fax

Enter a second phone # or fax #

Fax or email ad ress packerman@bluevalleyk12.org

Enter your fax # or an email address

Email address

printshop.bluevalleyk12.org
Enter your email address

SchooliDepartme ey School District Service Center

Enter the name of your School or Dept.

Street Address 7500 West 149th Terrace
Enter the street address of your school/byting
City,State Zip Overland Park, KS 66223
ter the city, state, & ZIP code
Requested 42

From Contacts Update Preview

4. Enter your information for the card layout in the form fields.



Order Your Business Cards

Template Instructions Preview

Please check with your Budget Administrator for authorization to order
Business Cards.

For 500 cards, enter 42 in the "Requested" field at the bottom of the order page
For 250 cards, enter 21.

Click for full-size proof
PAU

L ACKERMAN . VA Vs

Printing

Services Cox

Form Fields

RSN
~IVA
913.239.4028 office z ﬂ-{\‘

913.239.4580 fax d‘
packerman(@bluevalleyk12.0rg 00

printshop.bluevalleyk12.org

Current Mode: Interactive Switch to C§ ' Mode

Name PAUL ACKERMAN
Enter your name in ALL CAPS

Blue Valley School District Service Center

Title Printing Senvices Coordinator ’
Enter your title 7500 West 149th Terrace
Overland Park, KS 66223
Title2
Enter & second title line if necessary
Phone 1 913.239.4028 office
Enter your office phone #
Phone 2 or Fax 913.239.4580 fax

Enter & second phone # or fax #

Fax or email address packerman@bluevalleyk12.org
Enter your fax # or an email address

Email address printshop.bluevalleyk12 org
Enter your email address

SchooliDepartment name Blue Valley School District Servic
Enter the name of your School or Dept.

Street Address 7500 West 149th Terrace
Enter the street address of your school/building

City,State, Zip Overland Park, KS 66223
Enter the city, state, & ZIP code

Requested 42

From Contacts Update Preview

Save for Later | Add to Order

5. Clicking on the ‘Update Preview’ button will display an on-screen proof of
your card. If you need to make any changes, edit the information in the fields to
the left and click ‘Update Preview’ again to refresh the on-screen proof.

TTITET FOUT e

Overland Park, KS 66223

Title2
Enter & second title line if necessary
FPhone 1 913.239.4028 office
Enter your office phone #
Phone 2 or Fax 913.230.4580 fax
Enter & second phone # or fax #
Fax or email address packerman@bluevalleyk12.org
Enter your fax # or an email address
Email address printshop.bluevalleyk12.org

Enter your email address

SchooliDepartment name Blue Valley School District Servic
Enter the name of your School or Dept.

Street Address 7500 West 149th Terrace
Enter the street address of your school/building

City, State Zip Overland Park, K3 66223
3 ity state, & ZIP code

Requested

From Concliiy

Update Preview

6. In the ‘Requested’ field, enter the number ‘42’ if you want 500 cards, or the
number ‘21’ if you want 250 cards.

Printing Services prints the cards 12-up on a sheet to minimize costs.



ETMET & SeCond e e 1 v

Phone 1 913.239.4028 office
Enter your office phone #
Phone 2 or Fax 913.239.4580 fax

Enter a second phone # or fax #

Fax or email address packerman@bluevalleykiZ.org
Enter your fax # or an email address

Email address printshop.bluevalleyki12.org
Enter your email address

School/Department name Blue Valley School District Servic
Enter the name of your School or Dept.

Street Address 7500 West 149th Terrace
Enter the street address of your school/building

City, State Zip Overland Park, KS 66223
Enter the city, state, & ZIP code

Requested 42

From Contacts Update Preview

Cancel

Add to Order

Save for Li ler

7. Now that you have entered your requested quantity and proofed the layout
of your card, click the ‘Add to Order’ button.

|| Print-to-Printshop - User ID [packer... | -+ -

Home | MyProfile | Help | Logout

/" Order Cart

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

Order name Order 84752 03/22/2011

Printing Options Add Another File to Order

¥ Item BusCard_master100 (Card Merge) Pages 1
Form # BV_BC
Ordered from default folder

Options ¥  Summary = Print
Print: Pages: 1, Digital Color, 1 sided, BV_BusinessCardStock

Proot Opions
Shipping Information VELENIEE BN My Default | From My Contacts meGlunal me Distribution New

¥ Paul Ackerman Qty 42 Due Date 03/24/2011 Time EndofDay +
Delivery Options Deliver to My SchooliDept - Location SERVICE CENTER

Billing Infermation LENGER TN My Default | From My Contacts | From Global
Bill to Paul Ackerman Special Instructions

Click Quick Key
Materials Quick Key

Start a New Order Add Another File to Order Place Order

®2001-2010 Rochester Software Associates, Inc. All rights reserveo.

Done

8. You’ll recognize the next screen as the standard order submission form.
To complete your order, adjust your due date, order name, delivery options, etc.,
then scroll down to the bottom of the screen and click ‘Place Order’. An order
confirmation screen will appear, providing the order number and a printable
receipt.



