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When printing Google Docs to the DW Print Shop, you will first
need to download the doc as a PDF.

1.
2.

v e

Printing Google Docs

Open the Google Doc

Click on File

Scroll down to and click on Download

Scroll down to and click on PDF Document (pdf)
This document will now appear in your Downloads folder

From the Downloads folder, double click on the PDF

document to open it.

New Tab
= cC 0

= Apps [ St Michael - Albert..

View Insert Format Tools Add-ons Help Laste(
e Share eadingl v  Arial - 24
1 v 1
New >
Open Ctrl+0
Make a copy

X | & My Drive - Google Drive x B chrome Remote Desk

@ docs.google.com/document/d/1suMNfQIY-rb89usfRMc007MMI1X303RELF

G Admin Quarantine @ Apple School Mana.. @ Remedyforce Co

g Remote Desktop

1
" Microsoft Word (.docx)
ail as pHactent OpenDocument Format (.odt)
Make available offlin Rich Text Format (.rtf)

Version history » PDF Document (pdf)
Rename Plain Text (.txt)
M Move Web Page (-html, zipped)

EPUB Publication (.epub)

B Movetotrash

1 Dows

P
NOTE: If the document opens up as a PDF in a H oo )

4 & > ThisPC > Windows (C:) » Users > ritav2 > Downloads

browser window, you will need to right click

on the PDF in your downloads folder and

choose to open it with Adobe Acrobat Reader _
so you can have the “File” option on the tool

bar.

DO NOT USE THE SMALL PRINTER ICON TO

SEND IT TO PRINT - THIS DOES NOT CONVERT

ALL TEXT PROPERLY!

3 Quick access
[ Deskiop

|| Documents
< Downloads

v N % % %

=
= Google Drive File St
Adobe Groups and Users
EFI
How To

System3Z2
e Creative Cloud Files

& This PC

”

Name Date Type Size

Chrome Remote De...  11/21/2019 11:14 AM Adobe Acrobat D...

nnual_Financial_A...
WS_FERPA_Whitep...

——
% Open with Adobe Acrobat Reader DC

4
dp032( 1
Open 1
Ecause
Lthlem Print 1
ard R Ly > !
ard R CRC SHA >
m il a Nt

7. From the PDF File menu, scroll down and click on Print

Created by Rita Valerius - December 2019

DO NOT USE THE

PRINTER ICON

Home

Tools

| Chrome Remqg

% &(B)E Q

Dektop.paf - Adebe Acrobat Reader OC
Window Help
Ctrl+O
Reopen PDFs from last session
Create PDF Online...
®
als
Save As. Shift+Ctrl+S
Convert to Word, Excel or PowerPoint
Save as Text.
Compress File
Password Protect
[l share File
|Close File Ctri+W
v
erties.. cro Ny D e
= print cusp P
1.C:\Uf\..\Chrome Remote Desktop.pdf
'2 C:\Users\..\Board Room Equipment (1).pdf mputer O
3 C:..\BecauseofWinnDixi..amillo (1) (3).pdf Chrome F
4 C...\creating-the-perf..gher-education.pdf
5 C\.\VisionPro-Datasheet_EN-A4-Web (1).pdf
View All Recent Files,
st Appicnton «ra NOte 4
Windows
1. Download the ¢
2. On your compu
3. Inthe address [
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(Continued from page 3) Print

8. In the Print window, choose Copies:

gl DW Printshop ~ Properties

Advanced

[ Printin grayscale (black and white)

[ 5ave ink/toner 0]
the DW Printshop as your SR Comments
printer. By choosing this, it will | ©2' Document
() Current page
begin the uploading processto | Opages [i-2
Scale: 98%

» More Options

the DSF (Digital StoreFront)
Page Sizing & Handling (1)

Size Poster

9. If you only need certain pages

@ Fit
(O Actual size
() Shrink oversized pages

[lo =%

[] Choose paper source by PDF page size

of the document, you can
choose them here

(O Custom Scale:

10. When ready, click on Print ~

Orientation?
(®) Auto portrait/lan
() Portrait

(U Landscape

Page Setup...

Multiple

8 Forms
and Markups w

Summarize Comments

85x 11 Inches

Booklet

Access another computer with Chrome

Cancel

11. You will now see the document in the EFI Print

A 4

Messerrger box

12. Click on Upload

13. Log in with your network username and the password of

stma.

14.

Click the Upload button to begin uploading the file(s)
when printing to add more files.

e

efi‘ Print Messenger

below or choose this application again

FileName

r
Chrome Remote Desktop pdf 3 35

3

Pages SizeKB DateCreated

117217209 11:50-.. || @4

4 Lnload

Do not save - -
] i & DW Printshop Copier
credentials if you are

doing this from a

efi- Print Mess

|semame:

shared computer.

15. Click Login

|rita".r

Open An Account

Password:

=

Forgot Your Login Information?

Save credentials and Auto login

B Upload Individualy
[ Upload As Cne File

1 File(s)
3 Page(s)

Save...

Cancel

Created by Rita Valerius - December 2019
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Na..

(Continued from page 4)

16. Once you have logged in, DSF will
open and you will see the
document you uploaded.

17. Click on Get Started

nessengerlanding.aspx?CreationTime=11%221%2f2019+19%3a40%3a11&SITEGUID=3e3591f1-3746-4065-8214-9719aa14aa 738 TOKEN=60

@ Remedyforce Cons..,

~

L

~

™ Admin console Admin Quarantine & G-Suite W Bookmarks

Login

B screenCloud Signa...

LBERTVILLE
SCHOOLS

W Cart (0) :: My Account :: Order Status :: Print Shops :: Contact Us :: )]

‘Welcome Rita Swansen-Valerius!

Administration

Storefront

Upload Successful!

The file(s) listed below have been added to Files and will be available to you in our products
and services. Click the Get Started button below to begin.

B

Chrome Remote Desktop.pdf (3 Pages)

¥ putomatically add these files to products and services that require files for this session (until you
log out).

Siteman Terms & Conditions v10.2.200.23694

© 2004-2019 Electronics For Imaging, Inc. Powered by EFT MarketDirect StoreFront EFI Productivity Suite o

18. In DSF, you have an option to print
booklets or regular layout option.
Depending on the option you want, click
Order

19. After you click Order, you will have the
Print/Copy Request page. This is the
page that you will request all the
settings of the print job. More detail on
the following page.

M Inbox (683) - rtav@mystma.or

¢« cn
5 Apps [l St Michael - Albg

X @ Storefront X+

& k12.mn.us/DSF/SmartSt 26

G Admin Quorentine & Apple School Mana.

Print/Copy Request

20f2cF316mYFFUPE98AKMafwMkvLOJQHADYZAQilaYFbyWYu

® Remedyforce Cons.

Search Product

Category -
BERTVILLE

—— SCHODLS

Welcome to the new website for submitting jobs to the print shop!

FEATURED PRODUCTS

Print/Copy Request 11x17 Folded paper in Half

Booklets

8.5x 11 Folded paper in Half
Booklets

8.5x14 Folded paper in half
Booklets

Thisis printed on 11x17
paper and folded in half to gi ...

This is printedon 8.5x 11
paper and folded in half to gi

This is printed on 8.5 x 14
paper and folded in half to gi...

Qrder Order QOrder

1zAIGx9z#/Storefront

* oeaF@J @

@ Adminconsole 1] login G AdminQusrsntine G G-Sute s Boskmarks [ ScresnCloud Signs Misrco Printer Service efi 1 Porisl () HP Product Wiaran.. @ DSF Home

Q Review My Job @ Help X Close

*Job Name
Rita’s Test Print

*Quantity *Pages
1 3
Print Options
Print Options

[ media(white)

P

142 Collate

Binding & Covers.

Front Cover
NoF

Back Cover
Mo Back Cove

Additional Services

Cutting
NoCutting
orill
NoD

@

5. GlekCavane Reets Deskep

T poson you wa o1 use yaur computer.

ulcortrd o your computer
5 Tocnd  shatg soson chk Sopshas

Access a computer remotely
Troubleshooting tips

1. Onyourcomputer, spen Chvere
2. Inth o bar o o chvme:apps and pres Enter.

3. ik G Remote Desisp @)

& Pk wnatyouwant o 10 e Get St ot

Foryour secury ot ramots deskiopsessons s Wty ey
Stop a remote session
When youts4ishs,go ot antrof e page andcek o Dommamow ™

Remove a computer from your list

3.l G Rrrots Dl @3
4. Nt 1o th computryou war 1 romove, cck Dbl o cornocten.

Remove Chrome Remote Desktop

Special Instructions

Created by Rita Valerius - December 2019
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Print/Copy Request

File document
name appears

here

Print/Copy Request

Review My Job =

You can always Review your print job and
the settings you have applied by clicking on

Files

Chrome Remote Des ‘ - ‘

Enter a job name and

*Job Name (]

e——

Rita's Test Print

the quantity you need

(See more information below)

~ : Q_ Review My Job

@ Help

omote Dty (&
¥

ccoas codo, ek Shere
oth porean you want ol s yurcompts
¢personcntes the accesa oo, eyl s Yo ol aceess ad P
[ compuner

* Quantity *Pages . . . g session, ik Siop shedrg
D of this printed job. .
Print Options ‘ ACCESS & remotely
B Qotions . . e o e, o2
D Media(White) A” Other prlntlng Optlons Feoess :.I,..,,-mn.mw..w.‘,-wgqrm

o E:DHE,‘E, b

Callate imo Sets

Binding & Covers

arrow [}

Tont Covel
Front Cover b
Mo Frant Cover
Back Cover b

No Back Cover

Additional Services

C‘urzurwg b

are available next to the
items with an extension

b g your conputer, ek it
faing ancther computr thats boen shared with you, dick Access.
s code requred tatog in

cop sessions are Ly encrypied.

entor ofthe page and cick the Dawn amour [

bm your list

- Chrome
o105, type ¢hrome:lapps, and pross Enter

Destecp '
lou wart o remove, ek Disable remote connection

lemote Desktop

Troubleshooting tips

3 (HTTPS) and 222 (XMPP

X Close

It is highly recommended that you review

ALL pages of your document before
adding it to the cart.

< Special Instructions

a

[ 83%

=

When you click on Review My Job, a Job Summary window will open

and you can review all the settings you have applied before having to

move forward.

Job Summary

Files :
Pages:

Quantity :

Media :

Print In Color/Sides :
Collate :

Front Cover :

Back Cover :

Cutting :

Drill :

Staple :

Orientation :

Special Instructions :

Created by Rita Valerius - December 2019

Chrome Remote Desktop.pdf

White -= Fit content to paper (no)
Print In Black and White, Double Sided
Collate into Sets

No Front Cover

Mo Back Cover

Mo Cutting

Mo Drill

Upper Left (horizontal)

Portrait
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can proceed.
1.

2. Click on I Agree

number.

Once you have reviewed all of your settings
and reviewed the entire document to make
sure everything looks as it should. Now you

Click on Add to Cart

You will need to choose a date before

7. After placing your order, you will see a
confirmation page with an order

Print/Copy Request QUReviewMyJob  @Help X Close
Chrome Remote Des. -
P ° P — vircons
§ o v n s code, ek S
Ritas Test Print 6. Send the cos 1o the PEran Jou want 1o et Lss your esmputer.
*Quantity “Pages 8 To ot g sk S shdeg
2
1 ‘Comguter AndradPhone & IPag
Print Options Access a computer remotely
o —— I —— Troubleshaoting tips
2 imbe st . o, et g, e i -
R —
[ Mediawhite) e
Print In Color/Sides > -
B it Black and WhireDouble
) Colate b [ ————
ol mosets
e Stop a remote session
Binding & Covers R
Front Ci
sz”m :f’ D Remove a computer from your list Improve Chrome Remote Desktop
Back Cover > 3 i vioms b o g, e o et o oo ot
o Bsck Covr A . .
Jor— &) St bmethr e b ke s i oy
ional Services
Remove Chrome Rermote Deskiop
cutting N
No g
orill b
o
staple >
NoSupling - -
A | Orientation , Mo LA = L Q
Foruic
- Special Instructions Add'to Cart
————
(Continued from page 6)

Q @ H

83%

Add to Cart

you can proceed to checkout then click 3
: CART
Save.
DueDate ff
4. Click on PROCEED TO CHECKOUT
5. On this page, verify your name, phone .
extension and email. If you have any won Tue
special delivery instructions for the print L
shop operator, list them in this box then :
click Save then click PROCEED TO
PAYMENT ime
09:00AM
6. Now enter your phone extension and
click PLACE MY ORDER

Rush fee may be applied to job

(GMT-06:00) Central Time (US &

4. PROCEED TO CHECKOUT =)

NOVEMBER 2019 b3

WED THU FRI SAT SUN

Shipping

Delivery Instructions

PROCEED TO PAYMENT

7 Stipping

Order Confirmation

Thank you for your order!

Telephone Extension

Telephone Extension

It you chose store pickup, please bring a copy of his order confirmation when you come to pick up your order

PAYMENT METHOD

Please select a payment type.

Order Number Status Order Date: 11/22/2019 9:11:15 AM CST
384050 User approved Due Date: 11/29) @
AS o1 11/22/2019 9:11:15 AM CST
Rita Swansen-Valerius DW Printshop
ritav@stma k12.mn.us printshop@stma.k12.mn.us Extension:
5100 11343 50th Street NE
Albertville
ssa01 5100

United States

PLACE MY ORDER =»

Created by Rita Valerius - December 2019
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Printing Teacher Pay Teacher Documents

When you purchase documents from Teacher Pay Teacher, download

them and save them to your Network folder location.

These documents are created in many different ways and some

have security settings applied to them by the creator which at

times can affect how they will print and at times will not allow you

to print certain pages.

Locate the Teacher Pay Teacher document you want to print and

right click on it to open it with Adobe Acrobat Reader.

1.

2. Inthe Print window, choose the

From the PDF File menu, scroll down and click on Print

nnual_Financial_A...
S_FERPA_Whitep...

b3f220° 7
Open with Adobe Acrobat Reader DC

dp032(
Op
ecause
Print
ethl
oard R T-Zip b
ard R CRC SHA >
[T c L VAR DL
e nemite Desktop.pdf - Adobe Acrobat Reader DC
Window  Help
- Ctrl+0
E? Reopen PDFs from last session
Create PDF Online.
=
Save As. Shift+Ctrl+S
Convert to Word. Excel or PowerPoint
Saye as Text..
Compress File
Password Protect
[l share File
fuss File Ctri+W
A Ctrl+D
40
2 De
Ctri+P d
pmputer o
Chrome R
View All Recent Files.
Est Appition «a MOte &

DW Printshop as your printer. By
choosing this, it will begin the
uploading process to the DSF
(Digital StoreFront)

If you only need certain pages of
the document, you can choose -

them here

4. When ready, click on Print \

Print

Copies: |1 =

Pages to Print
@ 4l
() Current page

il OW Printshop ~ Properties

Advanced

[JPrintin grayscale (black and white)
[]5ave ink/toner @

Comments & Forms

Document and Markups

Summarize Comments

(O Pages 1-3
» More Options
Page Sizing & Handling (1)

Size Poster Multiple

@Fit
() Actual size
() Shrink oversized pages

[l =%

rce by PDF page size

Scale:
[] Choose papd
Orientation:

(@) Auto portrait/landscape

() Portrait
(O Landscape

Page Setup...

Scale: 98%
8.5x 11 Inches

|éf
(O]

Booklet

Access another computer with Chrome
Remate Deskiop

Created by Rita Valerius - December 2019

Cancel
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(Continued from page 8)

Printing Teacher Pay Teacher Documents

5. You will now see the document in the EFI Print Messenger

box

o Cliccon Upload \

7. Log in with your network username and the

password of stma.

8. Do not save credentials if you are doing this

from a shared computer.

. Click Login \

10. Once you have logged in, DSF will
open and you will see the
document you uploaded.

11. Click on Get Started

Created by Rita Valerius - December 2019

&fi |Print Messenger

Ili: Click the Upload button to begin uploading the file{s) below or choose this application again
"= when printing to add more files

FileName: Pages SizeKB DateCreated

r
Chrome Remate Desktop.pdf 3 35 1172172018 11:50.... |4 @ |

Upload
ad Individually 1 File(s)
O Upload 3 3@ _

I

i DW Printshop Copier x

@fi Print Messenger

zemame:

|ritav |

Open An Account

Password:
— |

Forgot Your Login Information?

[] 5ave credentials and Auto login

\

nessengerlanding.aspx?CreationTime=11%2f21%2f2019+19%3a40%3a11&SITEGUID=3e3591f1-3746-4065-8214-97193a14aa73&TOKEN=60

na.. @ Remedyforce Co ™ Admin console login & Admin Quarantine G G-Suite J Bockmarks n ScreenCloud Signa... |

ST. MICHAEL: LB
SCHODLS

W Cart (0) :: My Account :: Order Status :: Print Shops :: Contact Us :: @&
Welcome Rita Swansen-Valerius!  Logout
Storefront Administration

Upload Successfull

The file{s) listed below have been added to Eiles and will be available to you in cur products
and services. Click the Get Started button below to beain.

=¥ Chrome Remote Desktop.pdf (3 Pages)

#! Automatically add these files to products and senvices that require files for this session (until you
log out).

Sitemap Terms & Conditions ¥10.2.200.23694

® 2004-2019 Electronics For Imaging, Inc. Powered by EFF MarketDirect StoreFront EFI Productivity Suite £
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(Continued from page 9)

12. In DSF, you have an option to print
booklets or regular layout option.
Depending on the option you want, click
Order

»
»

13. After you click Order, you will have the
Print/Copy Request page. This is the
page that you will request all the settings
of the print job. More detail on the
following page.

FEATURED PRODUCTS

Print/Copy Request
Booklets

11x17 Folded paper in Half

Thisis printed on 11x17
paper and folded in half to gi .-

Search Product

Welcome to the new website for submitting jobs to the print shop!

8.5% 11 Folded paper in Half
Booklets

This is printedon 8.5x 11

paper and folded in half to gi ---

# Home &£ Administration

Category «

8.5x14 Folded paper in half
Booklets

This is printed on 8.5 x 14
paper and folded in half to gi---

Order QOrder Qrder
M Inbox (883) - ritav@mystmaorfl X @ Storefont x  + - x
<« cC O @& k12.mn.us/DSF/SmartStore.aspx26xni2of2cF316mYFFUPE98AKMqfwMkvLOJQHADYZdQilaYFbyWY NzAIGx9z#!/Storefront * o@AaFEBJ O
* Bookmarks [l ScreenCloud Signa. Marco Printer Service  @ff EFl Portal () HP Product Warran.. @ DSF Home »

3 Apps [l StMichael - Alboll.. G Admin Quarantine & Apple School Mana.. @ Remedyforce Con:

Print/Copy Request

5. % Adminconsole [1] login G Admin Quarantine G G-Suite

Q Review My Job X Close

@Help

Files
Chrome Remote Des.
*Job Name

Rita's Test Print

*Quantity
1 3

*Pages

Print Options
Print Options

[] Media(wnite)

Print In Colo
Printin Black and Whi

55| Collate

Front Cover
NoFront Cover
Back Cover
Noack Cover

Additional Services

Cutting

3. ClekChrome Ronete Dy )

fulcort of yourcorpute
5 Tocn  shatg ssson chk Sopshass

Access a computer remotely

1. Onyeurcomputer,spe Chioms
2. Inth adros bar o top o chvme:apps, and pres Enter.

3.l Che Romote Deskey

& ik wnatyouwant o acess o e Get st ot

For your secury, ol ramot deskicpsessons r bty s
Stop a remote session
W o tishod, g o h cenor f h pge and ik heDown o~
Remove a computer from your list

1. Onyaurcompte, spen Chvome

2. Inth s bar f the e tpe ehvmestapos, and pres Enter

3.l G Rrrots Dl @3

Remove Chrome Remote Desktop

Troubleshooting tips

Created by Rita Valerius - December 2019
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File document
name appears

You can always Review your print job and
the settings you have applied by clicking on

here Review My Job =——— —>
Print/Copy Request y D Q, Review My Job @ Help X Close
Pty . .
Files ‘(W (See more information below)
Chrome Remote Des - |
Enter ajob nameand |......=

* Job Name [ ] s 2 gecl cmest 5 e . .

RasTetrin | g the quantity you need [roconemiesess

* Quantity * Pages . . . ﬁ”:&:::l:m Stop shanng.

D - of this printed job. _
Print Options | ATTESS @ remotely
prin ptrs - I - F— i
[[] Mediatwhite) All other printing options e J
< g Pintin ol | a2 2re available next to the pramsmmsssse s e
L colte > items with an extension  jeswe i depeietd
T — arrow [} N _ . It is highly recommended that you review
Front Covel
! 4 pmyour st ALL pages of your document before
.. S adding it to the cart.
Additional Services
Cutting b emote Desktop
o N
b
Dm“ L | 2-3/3 M oM Q @ [ 8%

- Special Instructions

= =

move forward.

When you click on Review My Job, a Job Summary window will open
and you can review all the settings you have applied before having to

Job Summary

Files :
Pages:
Quantity :
Media:
Print In Color/Sides :
Collate :
Front Cover :
Back Cover:
Cutting :
Drill :

Staple :

Orientation :

Special Instructions :

Created by Rita Valerius - December 2019

Chrome Remote Desktop pdf

1

White -= Fit content to paper (no)
Print In Black and White, Double Sided
Collate into Sets

No Front Cover

Mo Back Cover

Mo Cutting

Mo Drill

Upper Left (horizontal)

Portrait
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Print/Copy Request

Files AddFiles

Chrome Remote Des. -

Q_Review My Job @Help X Close

*Job Name o

Rita's Test Print

* Quantity *Pages
2
1 J ‘Comguter AndradPhone & IPag
Print Options

Access a computer remotely
~ Print Options Troubleshooting tips
iy

D Media(White)

Print In Color/Sides
as

>
it Black and Wit Dosble
) Collate b [T ——————
osets
= Stop a remote session
Binding & Covers R
Front Ci
sz”m :f’ D Remove a computer from your list Improve Chrome Remote Desktop
Back Cover b vt oo i o o s i
o Back Cover .
by
Additional Services:
Remove Chrome Remote Desktop
Cutting b
NoCartng
rill 5
Nooil
staple >
o saping
Orientation m LA . L Q
A D
Porvai
- Special Instructions Add'to Cart >

Once you have reviewed all of your settings
and reviewed the entire document to make
sure everything looks as it should. Now you

can proceed.

1.Click on Add to Cart

I have carefully

2.Click on I Agree

3.You will need to choose a date before you
can proceed to checkout then click Save.

4.Click on PROCEED TO CHECKOUT 3

' CART 4. PROCEED TO CHECKOUT =
5.0n this page, verify your name, phone

DueDate ff
extension and email. If you have any special T
delivery instructions for the print shop R fa i b s et _ )
5. Delivery Instructions
. . . . NOVEMBER 2019
operator, list them in this box then click Save s 2

MON TUE WED THU FRI SAT SUN

then click PROCEED TO PAYMENT

6.Now enter your phone extension and click G ’

PLACE MY ORDER S A

7.After placing your order, you will see a v

09:00AM v
. . . ) PROCEED TO PAYMENT -»
conﬁrmatlon page Wlth an Order number. Er— _

Order Confirmation Telephone Extension

Thank you for your order!

PAYMENT METHOD

Please select a payment type.

It you chose store pickup, please bring a copy of his order confirmation when you come to pick up your order

Order Number Status: Order Date: 11,
384050 User approved Due Date: 11724

-
As0f 11/22/2019 9:11:15 AMCST

ita Swansen-Valerius oW printshop PLACE MY ORDER =»
fitav@stma ki2.mn.us printshop@stma k12.mn.us Extension:

5100 11343 50th Street NE
Albertville
55301 5100]

United States

Created by Rita Valerius - December 2019 Page 12



Printing Word and Power Point Files

When printing a Word Document or Powerpoint, you will simply
choose the DW Printshop option as a printer. When this file
uploads to the DW Printshop it will automatically convert

over to a PDF in Digital Storefront.

1. Open your file and select File/Print

2. Choose the DW Printshop option and click Print

[ERIEIEE

print nstruction Cover doc - Word

Print
& | =l
;9( District Print Shop
Settings Instructions
And
Helpful Tips

Page Setup

ST. MICHAEL - ALBERTVILLE
SCHOOLS

EXCELLENCE IS OUR TRADITION

efi‘ Print Messenger

., Click the Upload button to begin uploading the file(s) below or choose this application again
2 when printing to add more files.

FileName

1
Chrome Remote Desktop pdf 3

Pages SizeKB DateCreated
5 11/4/2ma 1150 (KA @ Y e

3. You will now see the document in the EFI Print Messenger
box -

4. Click on Upload

5. Log in with your network username and the password of
stma.

6. Do not save credentials “ —
if you are doing this & DW Printshop Copier x
from a shared :
computer. efi |Print Messenger

7. Click Login

|lzemame:

Created by Rita Valerius - December 2019

|ritEnr |
Open An Account

Password:
— |

Forgot Your Login Information?

Save credentials and Auto login

¥ Upload Individually
Upload As One File

1 File{s)
3 Page(s)

Save.. Cancel

Page 13



8. In DSF, you have an option to print booklets
or regular layout option. Depending on the

option you want, click Order

9. After you click Order, you will have the Print/
Copy Request page. This is the page that you
will request all the settings of the print job.

More detail on the following page.

\ 4

M Inbox 683) - tev@mystmaorg X @ Storefront x  +

< c QO &

H Apps [l StMichael -Albert.. G Admin Querentine & Apple School Mana.

Print/Copy Request

Files
Chrome Remote Des.
*Job Name
Ritas Test Print
*Quantity *Pages
1 3
Print Options
Print Options

[] Media(wnite)

Print In Colo
Printin Black and Whi

55| Collate

Front Cover

NoFront Cover

Back Cover
Noack Cover

Additional Services

Cutting

Created by Rita Valerius - December 2019

K12.mn.us/DSF/SmartStore.aspx?6xni20f2cF316mYFFUPE9BAKMGfwMkvLOJQHADYZdQilaYFby WY

Print/Copy Request

Welcome to the new website for submitting jobs to the print shop!

FEATURED PRODUCTS

11x17 Folded paper in Half

Booklets

This is printed on 11 x 17
paper and folded in half to gi ...

8.5x 11 Folded paper in Half
Booklets

This is printedon 8.5x 11
paper and folded in half to gi ...

Category

Search Product

8.5x14 Folded paper in half
Booklets

This is printed on 8.5 x 14
paper and folded in half to gi....

QOrder QOrder Order
- x
NZAIGx9z#/Storefront * o@AaFEBJ O
G Gsute * Bookmarks [ ScreenCloud Signa Marco Printer Service  @ff EFl Portal () HP Product Warran.. @ DSF Home »

® Remedyforce Cons.. @8 Adminconsole 2] Login - G Admin Querantine G

Q Review My Job @Help X Close

3. ClekChrome Ronete Dy )

fulcort of yourcorpute
5 Tocn  shatg ssson chk Sopshass

Access a computer remotely

1. Onyeurcomputer,spe Chioms
2. Inth adros bar o top o chvme:apps, and pres Enter.

3.l Che Romote Deskey
& ik wnatyouwant o acess o e Get st ot
5 Erterthe P o sccesscoderoqirod olag .
For your secury, ol ramot deskicpsessons r bty s
Stop a remote session
Wan ot tished, g toth cator of h page and ik he Do aow ™
Remove a computer from your list
1. Onyaurcompte, spen Chvome
2. Inth s bar f the e tpe ehvmestapos, and pres Enter

3.l G Rrrots Dl @3

Remove Chrome Remote Desktop

Troubleshooting tips

Page 14



File document
name appears

You can always Review your print job and
the settings you have applied by clicking on

Print/Copy Request

Chrome Remote Des.

*Job Name

here

Review My Job = v
~ Q, Review My Job

@ Help

(See more information below)

Enter a job name and

Rtz Test Print < —— the quantity you need

=Quantity *Pages

1 -
<

Print Options
Print Options

D Media(White)

Print In Coll
aa
Print In Black an

o Collate
Callate imo Sets

Binding & Covers
Front Cover
Mo Frant Cover
Back Cover
No Back Cove

Additional Services

Cutting

Special Instructions

of this printed job.

kamots Desies () e
fed

i i e 1 computar whare yau wart 15 remave Chrame Remcs Daskion aceass, remave
10the person you wan to et use yaur compter.

 person cners the aotess code, theyl see your cmal addross and hate
four earrpuer

o seasion, ¢k Siop shasing.

arrow [}

‘ ACCESS & remotely
nchors. Troubleshooting tips
All other printing options [.... = o

are available next to the s s e e s
items with an extension | s, s

acoess. You might nesd o dick Get Started first
b g your conputer, ek it

X Close

It is highly recommended that you review

o your st ALL pages of your document before
W
e @ adding it to the cart.

[rou wart to remove, chck Disable remote connection.

lemote Desktop

LA | 2 L a

[ 83%

=

When you click on Review My Job, a Job Summary window will open

and you can review all the settings you have applied before having to

move forward.

Job Summary

Files :
Pages:
Quantity :
Media :
Print In Color/Sides :
Collate :
Front Cover :
Back Cover :
Cutting :
Drill :

Staple :

Orientation :

Special Instructions :

Created by Rita Valerius - December 2019

Chrome Remote Desktop.pdf

White -= Fit content to paper (no)
Print In Black and White, Double Sided
Collate into Sets

No Front Cover

Mo Back Cover

Mo Cutting

Mo Drill

Upper Left (horizontal)

Portrait

Page 15



Print/Copy Request

Files AddFiles

Chrome Remote Des. -

Q_Review My Job @Help X Close

*Job Name o

Rita's Test Print

* Quantity *Pages
2
1 J ‘Comguter AndradPhone & IPag
Print Options

Access a computer remotely
~ Print Options Troubleshooting tips
iy

D Media(White)

Print In Color/Sides
as

>
it Black and Wit Dosble
) Collate b [T ——————
osets
= Stop a remote session
Binding & Covers R
Front Ci
sz”m :f’ D Remove a computer from your list Improve Chrome Remote Desktop
Back Cover b vt oo i o o s i
o Back Cover .
by
Additional Services:
Remove Chrome Remote Desktop
Cutting b
NoCartng
rill 5
Nooil
staple >
o saping
Orientation m LA . L Q
A D
Porvai
- Special Instructions Add'to Cart >

Once you have reviewed all of your settings
and reviewed the entire document to make
sure everything looks as it should. Now you

can proceed.

1.Click on Add to Cart

I have carefully

2.Click on I Agree

3.You will need to choose a date before you
can proceed to checkout then click Save.

4.Click on PROCEED TO CHECKOUT 3

' CART 4. PROCEED TO CHECKOUT =
5.0n this page, verify your name, phone

DueDate ff
extension and email. If you have any special T
delivery instructions for the print shop R fa i b s et _ )
5. Delivery Instructions
. . . . NOVEMBER 2019
operator, list them in this box then click Save s 2

MON TUE WED THU FRI SAT SUN

then click PROCEED TO PAYMENT

6.Now enter your phone extension and click G ’

PLACE MY ORDER S A

7.After placing your order, you will see a v

09:00AM v
. . . ) PROCEED TO PAYMENT -»
conﬁrmatlon page Wlth an Order number. Er— _

Order Confirmation Telephone Extension

Thank you for your order!

PAYMENT METHOD

Please select a payment type.

It you chose store pickup, please bring a copy of his order confirmation when you come to pick up your order

Order Number Status: Order Date: 11,
384050 User approved Due Date: 11724

-
As0f 11/22/2019 9:11:15 AMCST

ita Swansen-Valerius oW printshop PLACE MY ORDER =»
fitav@stma ki2.mn.us printshop@stma k12.mn.us Extension:

5100 11343 50th Street NE
Albertville
55301 5100]

United States

Created by Rita Valerius - December 2019 Page 16



Publisher Printing and Helpful Hi

nts

When printing a Publisher document, you will simply choose the DW Printshop option

as a printer. When this file uploads to the DW Printshop it will auto
over to a PDF in Digital Storefront.

matically convert

NOTE: It is very important that you review your Publisher document in its entirety.

Only you will know what could be missing or out of place. The
print shop operators do not edit or preview documents.

Some helpful things to remember when previewing your
Publisher document:

1. Make sure all text boxes are complete with all content. S

2. If you see red handles and extension dots as shown here
that means you have hidden content. You will either need
to expand the size of your text box or link it and continue it
into another text box elsewhere in the document.

—O

!‘dary had a little lamb
Little lamb, little lamb
Mary had a little lamb
‘Whose fleece was white as snow

And everywhere that Marny went
Mary went, Mary went

d everywhere that Mary went
TheYamb was sure togo
| ]
't followed her to school one day

School one day, school one day
1t followed her to school one day
Which was against the rules

1t made the children laugh and play
Laugh and play, laugh and play
It made the chil dren laugh and play

Extension dots F

®

3. This is common when you have added your text content
then layered an image which will format the text accordingly.

4. Sometimes the hidden content can be dead spacing. If that is the case, simply place
your cursor at the end and hold down your delete key to remove the dead spaces.

5. If you want to link and flow the hidden content into another text box, create a text

box in another location and go back to the text box as shown above and click on the

extension dots. Your pointer will now turn into a small measuring cup. —

6. Now go to your newly created text box, hover over it and you will now see the cup

tipping over to “pour” the remaining content into the new text

box. =—

7. Follow the same steps on uploading your documents after selecting the print option

of the DW Prinshop as shown on page 13

Created by Rita Valerius - December 2019
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Posters - Large Format Printing

If you need something printed larger than 11x17, you will need to send that request to
helpdesk@mystma.org with “Poster” in the subject line of the email. This will automatically create a Help

Desk ticket for a poster request.

Check out the helpful hints on page 17 when working in Publisher!

Poster From PDF

1. The most convenient method to request a poster is to go directly to your
HelpDesk Self Service ticketing and click on “I want a poster made”

2. In the Service Request form you can fill out the needed information and

Common Service Requests

| want a poster made

Service Request X

| want a poster made

click on Submit. This will automatically create a Help Desk ticket for a

poster request

3. You can also request a poster via email to the Help Desk by sending a
PDF to be made into a poster. In the email, please include the following

information:

¢ Subject line of email: “Poster”

¢ Quantity of each page

¢ Size you would like the poster to be in inches (i.e. 24wx36h)

self

Attachments (requireq;

# Add Attachments

Email fitav@stma.k12.mn.us

Requested By Rita Swansen-Valerius

¢ List a due date of when you will need your poster. Please allow one ~~—~
week for turn around time. [ Poster 2 ox
. I A i STMA Help Desk (mystma.org)
¢ List the person and building location of where the  —
pOSter ShOUId be Sent 1 Please print two copies of the attached poster
g 24wx 36h
Due Date: 1-13-19
" Sendto: Rita Valerius - MW
d
LAMINATING: We do not laminate the posters. This needs ' manves,
to be done within your building. Please check with your 1 !
front office staff on this process and how large of a poster (
can be ran through the laminator. ¢
EDITING THE POSTER: We do not edit the posters. Please
be sure your poster is as you need it printed. (check out i PentGetHooked Poster. New.pub (7226) 90
helpful hints on page 17) Ao ol ~T-18 T 4 A-IE- S i &8 -
N s - PCECECRL [

o« DO NOT make the following requests in the email:

0 Print the same size as last time (We don’t keep record of that)

0 Print “poster size” (posters come in many sizes)

0 Print to fit a display case (this could be many different sizes)

Created by Rita Valerius - December 2019
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Creating a Poster from Publisher

1.

If you are creating a poster in Publisher, please start by

creating the poster size page. You can do this by clicking on the

Page Design tab then clicking on Size and then Create New

Page Size

So if you want your poster to be 24” wide x 36” in height, then

you can make it that size right here, click okay.

Now you can create the poster to the size you will have

printed.

/

Create New Page 5ize

MName

Mame: || etter (Portrait)

Page Layout type
Width: | 24° = Multiple pages per sheet
Height: 36‘ : Options
Margin guides Target paper size:
Top: 0.5 = Letter (.57 x 117
Left: 0.5" D Paper width:
Bottom: 0.5" & Paper height:
Right: 0.5 D Side margin:
Top margin:

Horizontal gap:

Vertical gap:

<

L G A Y

Preview

Page size: 24" x 11"
Paper size: 8.5 x 117

1 columpssa
L N
Cancel

1 Yailings Review
Align To
| Guides
3

+| Objects
Page Setup

Letter {Portrait)
22 x 16

Letter {Portrait)
17T x22

A {Portrait}

11.693 x 16535

2
HR RN

=
|

Ad{Portrait)
8266 3 11683

A5 {Portrait)
5827 x B268

~ =
.‘.|‘Im.|‘|.I.\.lm.\.|‘|.\.I‘|.‘.|.Im.\‘l.l.\.l‘l.\.|.|.\.\‘

B4 {Portrait)
0843 x 13.808

-
1

B3 {Portrait)
60720 x 0843

725x 105

-
1

Legal {(Portrait)
85X

Letter {Portrait)
85x%M

I:.'E, Page Sel

Create New Page Size...

)
.\.I.l‘\ml.l.l.l‘I.\.|‘|.\.\‘l.\.l.|‘|ml‘

More Preset Page Sizes...

[3 Delete
Move

a Rename

Executive {Portrait)

-

|z
Ll

Created by Rita Valerius - December 2019
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Checking Order History and Status in DSF

1. When logged into Digital Storefront, you can easily check your order history and status.

2.

3. Scroll down to Order History and Status.

itine

& Apple School Mana...

Home & Administration

ST. MICHAEL &
SCH

Welcome to the new website for submitting jobs to the print shop!

FEATURED PRODUCTS

& Remedyforce Cons... G

MANAGE

Admin console

Print/Copy Request 11x17 Folded paper in Half
Booklets
This is printed on 11 x 17
paper and folded in half to gi ...
Order Order

1] Login G

Search Product

8.5x 11 Folded paper in Half
Booklets

This is printed on 8.5x 11

paper and folded in half to gi ...

Order

& EFI PrintMessenger

Admin Quarantine & G-Suite

'DSF/SmartStore.aspx?6xni2of2cF316mYFFUPE98AkMafwMkvLOJQHADYZdQilaYFbyWYu6L60NzAIGx9z#!/Storefront

8.5x14 Folded paper in half
Booklets

This is printed on 8.5 x 14
paper and folded in half to gi ...

Order

™ English (United States)

Category

In the top right hand corner, click on the drop-down arrow next to your name .

% Bookmarks [fll ScreenCloud Signa...

n Marco Printer Service ~ €fi EFl Portal |

Help

2 Rita Swansen-Valerius « v

Order History & Status

My Profile

Address Book
Print Shop

My Saved Files
My Saved Jobs

My Downloads

«, Contact

cart (0) ~

Spending Accounts Usage

Logout

Powered by EFI MarketDirect StoreFront v10.2.200.23694 © 2004-2019 Electronics For Imaging, Inc. Terms & Conditions EFI Productivity Suite )

Home  %¥ Administration

4. Now you will see your

ST MICHAEL & ERT!
SCHOOLS

order history

Order History & Status

My Profile
Address Book
Print Shop

My Saved Files
My Saved Jobs
My Downloads

Spending Accounts
Usage

Created by Rita Valerius - December 2019

ORDER HISTORY & STATUS

Time period
All Orders

Order # 385767
Order Date
Due Date

Total $§701.00

12/9/2019 9:04:47 AM
£ 12/13/2019 8:30:00 AM

Search Produ

Show status
v All

ict

v

Shipped
Printshop Poster Instructions

Sort by

Order Date v

Order # 385530 Shipped

Order Date  :12/5/2019 2:19:50 FM Print Shop Instructions
Due Date 12/11/2019 7:30:00 AM

Total $7.01

Order # 384050 Shipped

Order Date  ©11/22/2019 %11:15 AM test

DueDate  :11/29/2019 £30:00 AM

Total $0.06

Order # 383909 Shipped

Order Date  :11/21/2019 1:51:24 PM Rita's Test Print
Due Date 11/29/2019 B:30:00 AM

Total $0.17

Order # 383621 Canceled

Order Date 11/20/201910:01:21 AM Rita's Booklet 2
Due Date 11/26/2019 7:30:00 AM

Total $1.75

Order # 383620 Canceled

Order Date

£ 11/20/2019 9:5401 AM

Rita's Booklet

Category

8 Rita Swansen-Valerius ~

Search by Order ID

jelp &, Contact Us

W Cart (@) ~

Re-Order

Re-Order

Re-Order

Re-Order

Re-Order

Re-Order

Page 20



