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Gettin LA?SECE
Started ==

District Links Print Shop

ww.usd487.0rg

You must first set up your user account for the Ew

printing website. @“‘

On SharePoint, select Printing Services from the District |—|
Links section. ie' '
Click printshop.usd497.org and then fill in the requested -MME

information to set up your user account.
Library Database Our new "Print to Printshop” option is now available for staff to use

Printing Services when printing from your USD 497 computer. When you select a

f 05049? Print Shop

@ CustomerID: 246
Mac users, install LawrenceSurePDF. o

M MeduClaim

printer for you to use, 3 print to printshop option is available. Just

1. Go to Mosyle Manager — i PR _
and My Apps. Search in B -
the upper right corner ® e ame—
(Printshop). Click Install. | ..~ 1
May take 5-10 minutes P
to install. Restart your
Computer_ ® Self-Service v e v Q Ado °
2. In Mosyle Manager, Search Adobe and o i =y o
' B tvams 1223463
click Install (Adobe Acrobat Reader DC) Y 2 e T s
[“% AcrobatBeader TR EOT ven Wnamw T = . .~

@ Yy omescordnmedls,, X+ Oeste

Mook Comvert  Sign

. You may now open PDFs in the program Adobe

All tools ® “
g e Reader DC.
S P R e T —
P M [ Note: Be sure you are opening your PDF in the
a | "o = Adobe Reader DC program and not the PDF
2 s e . = reader in Chrome.
£} sea conificate . | =
& Measare objects 10 Srvink avennized pags. : = — .
ot e 08 - Select the Printer dropdown and select Lawrence

SurePDF and select print.

Sioee and share e . . «< 10f1 > Printer v Cloud Printing |
Py pre are 3 N aOrk
o . el A Lawrence SurePDF |
L Nearby Printes

Copies

. ﬂ L\Qud_pﬁnwfw
PC users will use Print to Printshop - . . @

WV-Mountaineers

When sending something to the print shop: - = PETSEE s i

Open the item needing to be printed. T o
Choose File Print. =
Select Print to Printshop from the options listed. — i

Print headers and footers

? Hide Details PDF cancel (D




options listed.
PC users, open the item needing to be printed.
Select Print to Printshop from the options listed.

g

LAWRENCE

Public Schools

Mac users, open the item needing to be printed in Adobe Reader @blﬁ‘u‘mﬁt‘:&f
DC. Choose File Print. Select LawrenceSurePDF from the

Add Document to Order

Add this documentto:  ® My Cart
O ANew Cart
O Add 1 to Book

Choose File Print.

[coninu sarpin | et

ltem 1

43 Pages
8.50x11.00 Inches

Name the order.

Print

Your Selected Print Options

‘ﬁ Preview / Change Options

Enter special instructions for this item.

Click the image to review the proof.
Select your print options, then click Preview to

Monthly Minder 22-23.pdf

item prior to ordering.

Provide an Order Name

-
| 'f| ReplaceFile |l Continue Shopping

Unit Price $0.21

Quantty [

Order name | ]

Please enter a meaningful name to help the print center identify the
order, and to help with future reordering.

L}

=3

order.

Select quantity.

*If you would like your order split

into groups for yourself or to be
sent to others then select Add
Address.

Either choose Select and Address

Your Selected Print Options

“( Preview / Change Options

User Guide.pdf
20 Pages
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.

Replace File [ Continue Shopping

Unit Price $0.10

o ]

Print B/W, 1-Sided, White - 8.5 x 11, Scale Down Only

(to search for a person)

Select Recipient Address P— .
plent Addr Shipping Information
Contact Search m m
I would like my order shipped by: Friday, July 14, 2023 £ Note: Only dates when the print center is open may be selected.
Search ] Show Global Contacts [J Y s Ll y " L ol % =)
E Carrie Selim I3 Select an address| ?
Name ¥ Location Address Education Support Center ok To add another ship 8ddress from your contacts list.
Creative Designerprinter
Carrie Murphy Sunflower o e +,. Create a new contact P
Carie Selim Education Support Center CSelim@usd497.0rg Click to add a new address 18 this order and add it to your contacts list
1 User Guide.pdf 10
or Create a New Contact.
Billing Information
e Shoping Address
[ E— o <
e nam Education ﬂlppmr;d!!mm
Mi e[ ] sobtite Creative Designerprinter il
Lastname | ‘ Lc;:rm :m,s?':m Sele:t Bllllnj Codes for Payment
SSlimusdsdt o chargecode [ [ o
i S— 7 — * e

S ——
Street 1

Fields with an * are required a sl times, fields with an * are required to submit an order.

Mobile #

Modify Information For

@ This order only
© This order; and create a new contact in my Contacts list.

[ Provide a sample of the item before processing my order.

Add Address

Total Split Percentage 0%
Click the 'Add Split’ button to add more Account Codes for split billing.

Continue Shopping Place Order

Order Estimate $1.00
Click the price to view the cost details

() Make this my Default Shipping Address

Specify Item Quantity
User Guide.pdf

Select quantity for each group.

1. Carrie Selim [5 @]
2. Carrie Selim [5 @ |

Total 10




Select Preview/Change Options:

Order name User Guide /'

Item 1

User Guide.pdf
20 Pages

== Print Srlog
Websit
e 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.

0

v 2

Unit

rder Estimate $0.10

Price $0.10

Your Selected Print Options

ﬁ Preview / Change Options

Print B/W, 1-Sided, White - 8.5 x 11, Scale Down Only

[] Provide a sample of the item before processing my order.

Booklet Style

Finished Size [ Full-Size Booklet (8% x11) 7|

the f
Half-Size Booklet (7 x 8 %) anfi

-Si; (8 %
Advanced Full-Size Booklet (8 %= x 11) |
Booklet Layi Standard | Pre-Imposed S

Covers | Half-Size Booklet (5% x 8 %)

1. For a saddle stitched book, first select the book size, and then select standard
or Pre-Imposed. Most documents will be standard.

elect Paper

2. Choose:
Black and
White or Color
(If any of your
documentis in
color you must
choose color)

& Color

&  wide Format
—

- - Booklets ot Paper: Fullize Book
=2 -
i Booklet ! Saddle stitch Use the filter options below to view the available paper choices.
Color | Any v Size [Full-Size Booklet (8% x11) ¥ ===\
The paper size has been preselected for you.
. . These papers match your color, size and filter options. Click on the paper name to select it. To make
Refine Your Print Options Fiters o changes and keep the Curent Paper slecton shown above, lck Cancel.
0 O Letter Size 8.5x11 Name Color Size
'Dl.ltpl.l't Olegal Size 8.5x14  mummm—ypt | |Full Size Book white Full-Size Booklet (8% x 1)
O tedger size 11x17 [ Blue-11x17 blue Full-Size Booklet (8% x 11)
B/W U Regular Bond/Light Weight [ Goldenrod-11x 17 goldenrod  FullSize Booklet (8% x 11)
O vellum/Medium weight Oe - FulkSize Booklet (8% x 1)
O covers/Cardstock Heavy reen-11x green ull-Size Booklet (8 % x
Oerights/Neon 0 ory-11x17 Ivory Full-Size Booklet (8% x 11)
F"aper O Matehing Letterhead [ orchid-11x17 orchid Full-Size Booklet (8% x 11)
O Qaossy O Pink-11x17 pink. Full-Size Booklet (8 % x 11)
.
I: Half-Size Booklet (512 x 8 O Samon-11x17 Somon  Flkie Sookie (3 74x11)
While - s 5 x 1 1 O Tan-11x17 Tan Full-Size Booklet (8% x 11)
o [ Yellow-11x17 yellow Full-Size Booklet (8% x 11)
[ cardstock White-11x 17 white Full-Size Booklet (8 % x 11)
[ ‘.V Scﬂhng [ cardstock vory-11x 17 Wvory Full-Size Booklet (8% x 11)
== [ cardstock -Glossy - 11 x 17 white Full-Size Booklet (8% x 11)
i ’
Lt Scale Down Only =
Plex

2-Sided / Long Edge Flip

4. Select Covers. Choose paper.
Covers 7 <Guummm—

Covers

4

Paper g [0 Full Size Book
rint Sides @ B O Full Size Book
O P @OBlue-11x17

Cutting/Padding/Laminating

Back Print Sides @ B [ Goldenrod - 11 x 17
OP @green-11x17
Olvory -11x17

C

Special Instructions

O Orchid-11x17

4. Select Cov

OPink-11x17
O salmon-11x17

OTan-11x17
O Yellow-11x17

B Cardstock White-11x 17

O Cardstock lvory - 11 x 17

Select printing options for covers.

Paper g} O Cardstock White-11x17

—

O Cardstock - Glossy - 11x17

‘) Print on Outside

O Print on Outside

PR

Close.

Front Print Sides () Blank Cover () Print on Inside
() Printon Both Sides

Back Print Sides @ Blank Cover () Print on Inside
() Printon Both Sides

Print on Outside

(O Print on Outside

B e—




Booklets

v o . 6. You may choose comb,
coil, or staple binding.
Refine Your Print Options Choose the right t?'”d'”g by
" comb Binding document size:
$ Output comb: upto 200 sheets
B/W coil: upto 160 sheets
- staple: upto90sheets
Paper
White - 8.5 x 11 Black
N Plastic Coil
[ Scaling
7. Choose folding - Scale Down Only
or punching. )
Folding p g I% Plex Black
~—T> 1-Sided Staple
I ‘ ‘ e@f e@f ea Covers ' ” 7 ' —
Z-Fold Half Fold Tri-Fold-in Tri-Fold-out F ' 1
Punch BII'IdII'Ig or Uncollated 6 Top Left - Portrait Top Left - Landscape Two at Left - Portrait Two at Left - Landscape
* . e o = u R Uncollated
.
. . Folding & Punching 7 '
Top 2 Top 3 Left2 Left3 e
Other EjsfShing Options - Monthly Minder 22-23.pdf | CuttinngaddingfLaminatings Collated Uncollated
Cutting (may require additional time) ---- Collated copies are in page 1-2 order for each
'“U“its Soecial | - ;] set. If they are uncollated, the amount
(] Padded (may require additional time) O pecial Instructions 9 requested of the first page is printed, then that of

In Units of

Trimming (may require additional time)
In Units of

Laminating/8.5x11 (may require additional time)
In Units of

Laminating/11x17 (may require additional time)
In Units of

Offset Jog - ON

Enter billing account code.
To find a billing code:

Select Lookup button.

In Description box, type the
department name.

Select Search.

the second, and so on.

8. You may choose cutting, padding, and laminating options.

When selecting cutting, indicate the number of pieces the document will be cut into in
the “In Units of” box.

When selecting padding, indicate the number of sheets per pad in the “In Units of”
box. For example, if you would like 4 notepads with 50 pages in each of them, then
the quantity for the order would be 4 and the “In Units of’ would be 50.

9. Enter special instructions for this item, if needed. DO NOT list stapling,
laminating, binding, etc. You must choose those in the options menu.

Choose the appropriate code.

Place order.

P e Y
Shipping Information

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

Carrie Selim

Education Support Center
Creative Designerprinter
Lawrence Public Schools
CSelim@usd497.org

~ Select a Shipping Method
Local courier w | Delivered by inter-school mail

Delivery Estimate
Tuesday, June 07, 2022

1 Monthly Minder 22-23.pdf

Billing Information

Carrie Selim
Education Support Center
Creative Designerprinter
Lawrence Public Schools

CSelim@usd497.org

Select Billing Codes for Paym
Charge code [0110007201]

Total Split Percentage 0%
Click the ‘Add Split' button to add more Account Codes for split billin

Continue Shopping

Place Order




>

i Exceptions .. w

Mac users,open the item needing to be printed. Choose File % R Er
0 Print. Select LawrenceSurePDF from the options listed. Add Document to Order
PC users, open the item needing to be printed. Choose File Print. | = m

Select Print to Printshop from the options listed. O atencut l

Select My Cart then Checkout. [ oninue shpping | checknt |

g Name the order. e Select quantity.
Select Preview/Change Options and make all of
your general document selections. Then select the

grid icon in the bottom right hand of the screen.

To change from color to

bIaCK and White! CIiCk the W 62 :l:j: @4 @5 @6 -7 @38 @9 @ 10 - n - 12 @ 13 @ 14 - 15
drop icon. - ARLIN S I T I

L
i

B 1.
b}
1.
-

B [NERR_ ]
-
[NEEE. ]

-
(RRRR_ ]
P
P}
P ]
-
-
P ]
P
8 8
b
b
P
|

For other types of changes,

right click on the page you - l . !
wish to change. Use the drop . =
down to make your selections. = Change to Black and White =
A snowflake icon will be on all &1 & o6

pages that have exceptions. I j Select Paper for Page

g
B Select Print Sides for Page »
| =
-':I Blank Sheets... » & 21
Blank Pages... > l
Show in Preview
& 31 & 32 & 33 & 34 & 35

The only exceptions that can be made are:

© COLOR OR BLACK AND WHITE ® ADDING BLANK SHEETS

® PAPER SIZE AND PAPER COLOR/TYPE ® SINGLE OR DOUBLE SIDED




o t‘e I-AWR_EN::E
Guide =

Mac users,open the item needing to be printed. Choose File @blﬁ‘u‘si“sﬁt‘:ﬁ

Print. Select LawrenceSurePDF from the options listed. Add Document to Order
PC users, open the item needing to be printed. Choose File Print. | e m
Select Print to Printshop from the options listed. O atencut l

[coninu sarpin | et

Select My Cart then Checkout.

= "
Monthly Minder 22-23.pdf Unit Price $0.21

Name the order. Select quantity.

43 Pages
8.50x11.00 Inches

Select Preview/Change Options:

1. In the Output section, choose Wide Format.

Quick Sets 2. In the Paper section, select Paper. Select size. If your size
b is not listed, indicate size in special instructions.

Booklets
b 3. Choose paper type. (regular for disposable projects, glossy
T for normal projects, tyvek for outdoor or long term projects)

Select Paper
Current Paper: Poster 18x24 Regular Paper

Refine Your Print Options it

Color [0 white * size [Poster 18x24 7| Reset Fitters

Any «  preselected for you

0 1
. Utp Ut' These papers match your (VS ERE:Ne? ] options. Click on the paper name to select it. To make
Filters no changes and keep the C Poster 24x36 tion shown above, click Cancel.
— O Poster Name Color size
]

A
Wide Format Posr 200 ,
O Posters [] Poster 18x24 Regular . ___ white Poster 18x24

[ Poster 18x24 Glossy white Poster 18x24

[ Poster 18x24 Tyvek white Poster 18x24

Shipping Information

Paper
Poster 18x24 Regular Paper

1 would like my order shipped by: Monday, June 06, 2022 £ Note: Only dates when the print center is open may be select|

Carrie Selim /" Selecta Shipping Method
Local courier ~ | Delivered by inter-school mail

Delivery Estimate
Tuesday, June 07, 2022

6 Enter billing account code. ==
HEg##ggggr--------

Place order. Billing Information
Carrie Selim Ve
Education Support Center

rinter

Charge code [0110007201 P

Total Split Percentage 0%
t Codes for split billin

Enter billing instructions for this O™

m Continue Shopping Place Order

printshop.usd497.org

785-330-2486 785-330-1789




Click Combine Files.
Select first PDF.

>
P - LAWRENCE

Getting Started
', search for Items Get Instru

ns — o
Entire Catalog v Combine Files 1
-;’ a

Order custom prints from hardcopy,
i UsarTool= D, flash drive, etc

Order a Special ltem

Drag files here o dlick to browse
View Order History

Manage Uploaded Files
Reorder Uploaded Files .

Manage Account

Choose Find More Documents.
Repeat Step 1 until you have all of your
desired documents.

>

r <
4 N\

LAWRENCE

Public Schools

BOOK[1] | CART[0]

Book Details -

Assemble Book Only assembles the book into a PDF and saves it to My Files for future ordering.
Additionally, Assemble Book and Add to Cart adds the merged PDF to your Cart.

[Document [pages ch Order| ]

[ Rename Bookc ] [ Find More Documents | [ Save Book and Ext |

4 Tabs Classified Handbook pdf 4 =3

[-1lof 1]

Delete Book Asr==>'~Book Only | Assemble Book and Add to Cart

>

- (#)I-LawRENCE
’ ~ Public Schools

BOOK[1] |  cART[0]

== Book Details - Test 3

Assemble Book Only assembles the book into a PDF and saves it to My Files for future ordering.

Additionally, Assemble Book and Add to Cart adds the merged PDF to your Cart. [(Rename Book | [ ] [SeveBoox.
Document Pages | Change Assembly Order
4Tabs Classified Handbook pdf a [ Remove |

[-1lof[1]

 Return | Assemble Book Only | Assemble Book and Add to Cart

120012022 Rochester Software Associates,Inc. All ights reserved.

Use the arrows to change the order of the
documents. When finished, select Assemble
Book and Add to Cart.

© 20012022 Rochester Softw 2 ciates, Inc. Al rghts reserved.

socktame[ ]
=3

Select Book.

a»
- - LAWRENCE

= Public Schools
Orders Books Manage Files

BOOK[2] |

cartio] I

Getting Started Order a Special ltem

'@, Search for ltems Get Instructions == n
Emwehcetzlug v Combine Files i

% User Tools

Grder custom prints from hardcopy,
€D, flash drive, etc

Getting Started
Drag files here or lick to browse
View Order History

Manage Uploaded Files

Reorder Uploaded Files

Manage Account

Download SurePDF Driver

©2001:2022 Rochester Software Associates, Inc. All rights reserved.

Place order.

< LAWRENCE

~ Public Schools

>
- LAWRENCE
~ Public Schools

BoOK[2] | CART[0]

Book Details - Test

Assemble Book Only assembles the book into a PDF and saves it to My Files for future ordering

Additionally, Assemble Book and Add to Cart adds the merged PDF to your Cart. Renome Book | [ Fi ] [Save Book.
Document Pages  Change Assembly Order
|
4Tabs Classified Handbook pdf 4
Akiles-Coilnserters-Fiyer 11 pdf 1
[-21of 2]

[ eturn | Assemble Book Only | Assemble Book and Add to Cart

120012022 Rochester Software Associates. Inc. Alliohts reserved.

printshop.usd497.org

785-330-2486 785-330-1789

\l/Cart If you do NOT want the job collated go to Binding Option and Select Uncollated

Select print options, quantity per recipient and billing information. Click Place Order to submit your order. Cartip 113807
rovide an me for your order. Order Estimate $0.29

Naming your order can be helpful for rordering.

Item 1 £ Revice Fic | cominue shopring

‘Sample 2022-11-16 (1).pdf Unit Price $0.29
46 Pages
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 Salected Print Options Print B/W, 1-Sided, White - 8.5 x 11, Scale Down Only

Preview / Change Options ~ X°cPtions 4 (detalls)

[ Provide a sample of the item befq oo e 2 order Name

Order name [
Fiease enter s meaningiulvame 1 elp he rn center ey e

Print Shop
Sleggotigusdesr.org

s st 10l with s g
| would ke my order shipped by Fridy, = e selected
SHARON Leggott /' select ing Method
=
== y
Lawrence Publc Schools 8 .
= Delivery Estimate
Sleoamtpua o Monday, November 21, 2022
Ordered ltems
1-16 (1).pdf
ing Information
SHARON Leggott Vi Order Estimate $0.29
Education Support Center Clck the price to view the cost detals
it Serv
i Ohereres Select Billing Codes for Payment

Chargecode [ ] o
Total Split Percentage 0%
Click the ‘Add Split’ button to add more Account Codes for split billing.

Starta New Cart ] Place Order




B u s i ess‘ LA;’I,VR_EECE
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P @ < LAWRENCE

B — Public Schools

Search for items. Use the drop down arrow to select
Business Cards. Then press Search.

Getting Started

< Search for 1tems Sectea iy
> [Entire catalog 2 Combine Files A J
) 1S My Fil
\#/|- LAWRENCE s
~ Public Schools Entire Catalog
AIMSweb
Choose the type Orders Books Manage Files i g
. coviD
of business card o
. Confidential Envel
that is needed. Select By Folder Fountas s pimell
Browse for items by selecting a folder from the list below, or search f t:f;?;;';ﬁ::;z:esmk
Use the Catalog link to select a different Workgroup or click Home to MATH

Math Expressions

No Firearms Stickers
Item Search Reading/Alphabet Cards
Science
Search | Testing
Show Advanced Search Criteria default ©2001-2022 Roehester Software Assoclates, Ine. All rights reserved.

Folders
District w
LHS

>
< LAWRENCE

z A Public Schools

|| orders Books Manage Files carrio] [

Select Configure.

Home > Catalog > Business Cards > District

Select Items

Add items to your cart by entering quantities and clicking Add to Cart.
For template documents, click Configure to set up the template and add it to your cart. All items with quantities are added to your cart first.

Item Search [ search [ clear |

Search | ] Rows Per Page (100 v

Fill in your information.
Add to cart.

Show Advanced Search Criteria Sort By |Item v AZv

District Business Card $0.17

Fill in the data to create your own personalized business card g

Located in Business Cards / District

Add to cart.

[1-1] of [1]

Add All to Cart

Select cart.

Educational Support Center
Address1: v

110 McDonald Drive

City State ZIP: v

Name
ﬁb Title
- @ ~ Educational Support Center

Lawrence, Ks 66044
Email: v r=" 110 McDonald Drive Home > Catalog > Business Cards > District
LAWRENCE (awrence, KS 66044

Phone Number: v Public Schools art

o Phone d add it to your cart. All items with quantities are added to your cart first.

Logo Upload: Rows Per Page 100 v

SortBy Item v AZv

Brop Jpg, png, Gif, 53,
or pdffiles here.

s
$0.17

alized business card.

Complete your order.

Name your order.

Add quantity in multiples of 12.
Example 48, 60, 72, etc. .
Minimum quantity is 48 cards. prl ntShOp,USd497,0rg
Add Billing Code.
Select Place Order.

[1-1] of [1]

Add All to Cart

785-330-2486 785-330-1789
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® LAWRENCE
Public Schools
‘ ‘b
Search for items. Use the drop down arrow to select

Ci3T Tickets. Then press Search. T

Getting Started Order a Special Item

@, Search for Items Get Instructions \ ey e

Entire Catalog ~ Combine Files

My Files N Ty
Catalog
Entire Catalo z
AlMSweb ’ Order custom prints from harded]
€D, flash drive, etc

\#/!- LAWRENCE

b Public Schools

Choose the type of Ci3T
Ticket that is needed.

Business Cards
covip Drag files here o click 1o brawse
Calendars

CI3T Tickets

Confidential Envelopes
Fountas & Pinnell

Lesson Plan & Record Book
Letterhead & Envelopes
MATH

Math Expressions

No Firearms Stickers
Reading/Alphabet Cards
Science

Tesling

Select By Folder

Browse for items by selecting a folder from the lisf
Use the Catalog link to select a different Workgrou

Item Search

Search |
Show Advanced Search Criteria

Folders

BMMS

Broken Arrow

Cordley
erfield

Ld

~LAWRENCE
s Public Schools

Select Configure.

Select Items

Add items to your cart by entering quantities and clicking Add to Cart.
For template documents, click Configure to set up the template and add it to your cart. All items with quantities are added to your cart first.

Item Search m m

Search | | Rows Per Page | 100 v
Show Advanced Search Criteria

Fill in your information.

3
5,
5,

SortBy Item v AL

Broken Arrow ci3t
prresyy— s0.01

minimum 300 sheets, with 50 sheets per pad
W o M
- Unavailable for book

Located in Ci3T Tickets / Broken Arrow

Add to cart.

[1-1]of [1]

Add All to Cart

Set User Data Fields

Select cart.

o Broken Arrow Eagles

| earned this ticket for:
0 Be Respectful
0 Be Responsible
o0 Give Best Effort

w cART[1]

Home > Catalog > Ci3T Tickets > Broken Arrow

cart. All items with quantities are added to your cart first

Teacher:

Rows Per Page 100 v

SortBy | Item

$0.01

Unavailable for book

Complete your order.
Name your order.
There are 10 sets of pads to a page so quantity is times
10 (ex. 6 quantity= 60 pads). .

Minimum quantity s 6. printshop.usd497.org
Add Billing Code.
Select Place Order.

785-330-2486 785-330-1789



¢ Freg \J(ently °
Questlons

Public Schools
How do | choose only certain
pages from a document to print?

Open the PDF. Choose to print to Lawrence SurePDF. In the print dialog box, in the Pages to
Print section, choose pages and put in the pages that you want to print, i.e. 3, 12, 15-22, etc.

Q How do | order labels?

Order as normal. Make all of the selections except for paper. In the instructions box, put
“Labels.” Labels are $ .10 per 8.5x11 sheet.

Q How do | order magnets?

Order as normal. Make all of the selections except for paper. In the instructions box, put
“Magnets.” Magnets are $3.00 per sheet. Magnet sheets are 12x18.

Q Why do some of my pages show up as different sizes?

Some pages will be slightly larger than 8.5x11 and will automatically be changed to then
8.5x14 or 11x17. To keep this from happening, select Scale to fit in the scaling section of
Preview/Change Options.

Q How can | make sure | get the right quantity of pads?

A When you choose the Padded option in Preview/Change Options, it will have a box that says,

“In Units of.” This is how many sheets of paper you want in each pad. The quantity of the
order is how many actual pads you want. To be absolutely sure, in the instructions put,
“(quantity) individual pads.”



Why will it not let me choose the type of binding that

| want?

The number of sheets of paper (not pages) determines the type of binding that you may
choose. Anything may be stapled up to 90 sheets. Documents that are at least 4 sheets of
paper up to 28 sheets of paper may be saddle stitched (each sheet of paper is 4 pages in the
document). Comb binding is available for documents that 20-200 sheets of paper. Coll
binding is available for documents that are 30-160 sheets of paper.

Why was my re-order different from when | initially

ordered it?

When re-ordering from your files, make sure to choose all of your selections in
Preview/Change Options. Remove any old instructions.

Q Can | make different orders from one document?

If you have different finishing options, for instance some of the document is stapled and some
is not, or if you would like different quantities of some of the pages, then you must place a
separate order for each one. Choices such as different colored pages or single or double
sided options can be within one order. For questions regarding what is allowed within a single
order, please refer to the Exceptions Guide.

Q Why was my order not cut?

We can only make straight cuts that are no smaller than 2 inches. If your cuts are overly
complicated, they will not be cut.

Q What if | don’t know how to place my order?

A Give us a call! We will walk you through the process.

printshop.usd497.org
785-330-2486 785-330-1789




GLOSSARY OF PRINT TERMS o8

LAWRENCE
BINDING ~ Public Schools

A book is made using plastic bindings. Comb and coil bindings must
have cardstock front and back covers. Choose the right binding by
document size:

= comb: upto 200 pages coil: upto90pages

Comb Caoil

BLACK AND WHITE/COLOR EE
When no color is going to be printed, then it is considered black and white. .
If any color is to be printed, then the document is considered a color print t L —

job. There is no added charges for a black and white document. ==
B&W Color

COLLATED/UNCOLLATED

Collated copies are in page 1-2 order for each
set. If they are uncollated, the amount
requested of the first page is printed, then
that of the second, and so on.

@

Collated Uncollated

COMBINE FILES
This option allows you to make one document out of separate files.

COVER

This option allows you to change a few options, including the stock of the first and last
pages, as well as whether you would like the outside or inside of the cover to display any
printing.

CUTTING ﬁ

The job may be cut into rectangles. The smallest cut size is 2 inches. %E

EXCEPTION
This option is used when you would like to use special formatting on certain pages, like
making certain pages one-sided in a two-sided document, or vice versa. This does not
omit pages. Only submit documents with the pages you would like to be printed.

FINISHING

Finishing options refer to how you would like your documents sorted or bound. Always
review your finishing options before submitting an order.

FOLDING

There are four types of folds available: i
Half fold will fold the order in half in either direction. = L
Tri fold in is a type of fold that creates three N
segments in a sheet with the front page on the Half Fold 3 Fold-in 3 Fold-out Z-fold
inside. Tri fold out creates three segments in a sheet with the front page on the outside.
Z fold is a tri-fold option where the page is folded in a zigzag order.




LAMINATING
Laminating machines heat up clear vinyl that encapsulate documents, creating a sealed,
smooth looking resulit.

PADDING
This is the way to create a tear off binding for a pad. The document is brushed
with an adhesive on the edge. The adhesive will dry and stay flexible.

POSTER

Posters are referring to any document larger than 12x18. The standard poster sizes are
18x24, 24x36, and 36x48. There are 3 types of papers to choose from: Select regular for
very short term use. Select glossy for most normal projects. For any long term or
outdoor poster, choose the Tyvek option.

PUNCHING

.

.

.
O
0

—0
= o
..

The three hole punch option is used when the materials are to be
placed in a 3-ring binder. It's best to have at least a .5 inch margin on
the punch side.

IO

SADDLE STITCHED

= A saddle stitched booklet is when pages are folded in half along the short
edge of the paper and stapled on the fold, creating a booklet. The booklet
will be half the size of the original paper.

STAPLING OO | | OO | (COmm==| |COEn = =
Stapling is a finishing method where the = . = E‘
document is kept together with staples. e | (e | e | [ = =
Staples can be putin the corneroronthe |==]|[=Z=]| Corner Side Top
side of the document. Corner Side

SURE PDF

SurePDF converts documents from their original application to a print-ready PDF that is
optimized for commercial printing equipment.
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