me Print Sho
Website

=—=0prTions buidc

Select Print to Printshop from the options listed.

Select My Cart then Checkout.

Monthly Minder 22-23.pdf
43 Pages
8.50x11.00 Inches

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

Provide an Order Name

Order name |

e prnt center Kentiy the

P erioce rie ) Continue shopping

order.

Unit Price $0.21

Quantity

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

the
2nfil

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

Half-Size Booklet (7 x 8 12)

Full-Size Booklet (8 % x 11
g !5 Bookiet @ % x11) |8

Booklet Layi Standard (W Pre-Imposed

Mac users,open the item needing to be printed. Choose File @blﬁ‘u‘mﬁt‘:&f
Print. Select LawrenceSurePDF from the options listed.
PC users, open the item needing to be printed. Choose File Print.

Name the order.
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Add Document to Order

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

1

[coninu sarpin | et

Select quantity.

Select Preview/Change Options:

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

Booklets

1

Refine Your Print Options

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

&) Color

@ Wwide Format
—

3. Select Paper: choose size, then paper type.

Select Paper
Current Paper: White-8.5x 11

Use the filter options below to view the available paper -
Color | Any B Size [USLETTER v
PEen preselected for you

These papers match your JISISRIZN  ter options. Click on the paper name to select it. To make
no changes and keep the G ection shown above, click Cancel.

Filters

0 utp ut = USLEGAL
‘ Letter Size 8.5x11 Name Color size -
USLEDGER
O Legal Size 8.5x14 — | White - 8.5 x 11 v 10 white USLETTER
v
B_J'w gmdge' Size 11x17 [ Blue-85x 11 - blue USLETTER
Regular Bond/Light Weight M Chery-85x11 Red USLETTER
[m] Weight
N (O Covers/Cardstock Heavy O Goldenrod-8.5x11 yellow USLETTER
Pa per Brights/Neon [ cray-85x11 Gray USLETTER
rchment/Certificate [ Green-85x11 green USLETTER
w hite - 8 5 X ‘I ‘I atching Letterhead O wvory-85x11 Ivory USLETTER
Glossy [ orchid-8.5x11 Orchid USLETTER
O Envelopes
. O Pink-85x11 pink USLETTER
sl:alil'l O salmon-8.5x11 salmon USLETTER
g O Tan-8.5x11 Tan USLETTER

Scale Down Only

4. Choose single or
double sided

2-Sided / Long Edge Flip

@ 2-Sided Tumble / Short Edge Flip

Plex
1-Sided

TE
O

Covers

USLETTER
USLETTER

O vellow-85x11
[ Cardstock White-8.5x 11

yellow
white

5. If the directions for your front and back covers are
the same, select Enable Front and Back Covers,
and then choose blank or printed options.

'

Enable Front and Back Covers Configure Front and Back covers separately

~

Binding or Uncollated

-

Folding & Punching

Cutting/Padding/Laminating

O 0 C

Special Instructions

Paper ) [OWhite-8.5511 <G v
( (@ Blank Cover

() PrintonInside () Printon Outside () Print on Both Sides )

If they are different, then first select Configure Front
and Back covers separately, and then choose blank
or printed options for each cover.

Enable Front Cover [l <G
Paper g | O Cardstock White - 8.5 x 11 <ueaiemmmn
( (O Blank Cover

() PrintonInside @ Print on Outside (O Print on Both Sides)

Enable Back Cover

Paper g [ D Cardstock White 8.5 x 11 <Gemmmfmmmmn

=
( @ Blank Cover () PrintonlInside (O Printon OQutside (O Print on Both Sides)




Booklets

- 6. You may choose comb,
coil, or staple binding.
Choose the right binding by

document size:

Refine Your Print Options

§ Output | compiides comb: upto200 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 9 Plex

Black

1-Sided

Staple

@ @

»

E
o & - FJ = J =

1B

Z-Fold Half Fold Tri-Fold-in Tri-Fold-out
Punch BII'IdII'Ig or Uncollated p Left - Portrait Top Left - Landscape Two at Left - Portrait Two at Left - Landscape

* . e o = R Uncollated

.
. . Folding & Punching 7 '
Top 2 Top 3 Left2 Left3 e

Other EjsfShing Options - Monthly Minder 22-23.pdf | CUHinngaddingfLaminatings ’ Collated Uncollated
Cutting (may require additional time) ---- Collated copies are in page 1-2 order for each

'nUnitS soecial | ) ;] set. If they are uncollated, the amount

ecial Instructions d ; ;
O Padded (may require additional time) O p 9 requested of the first page is printed, then that of
. .- the second, and so on.

In Units of
[J Trimming (may require additional time) 8. You may choose cutting, padding, and laminating options.

In Units of 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
[ Laminating/11x17 (may require additional time) J| the quantity for the order would be 4 and the “In Units of” would be 50.

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

In Units of
[ OffsetJog - ON 9. Enter special instructions for this item, if needed. DO NOT list stapling,
- laminating, binding, etc. You must choose those in the options menu.
21
Shipping Information
1 would like my order shipped by: Monday, June 06, 2022 i Note: Only dates when the print center is open may be select|
Enter billing account code. Carrie Selim  Select a Shipping Method
-I-0 f|nd a b|"|ng Code Educglinrl;sqppnnqe'rllzr Local courier ~ | Delivered by inter-school mail
: reative Designerprinter

Lawr_em:z Public Schools Deli Estimat
Select Lookup button. SSstmguntes? g Tuesday, June 07, 2022
In Description box, type the e —

1 Monthly Minder 22-23.pdf
department name. et
Enter shipping_instructions for this recipient
Selectsearch. T 1] Il instruction: or IS recipien
Choose the appropriate code. Billing Information
Carrie Selim Zz

Ed m:aliurl;Suppcrt Center

reative Designerprinter Select Billing Codes for Payme

Lawrence Public Schools
Place order. Ll Charge code [0110007201 CH.

Total Split Percentage 0%
Click the ‘Add Split' b dd more Account Codes for split billin
Enter billing instructions for this o

printshop.usd497.org

785-330-2486 785-330-1789
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Click Combine Files. Name document.
Select first PDF.
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BOOK[1] | CART[0]

Book Details -

Orders Books Manage Files carT (]
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 | [ Find More Documents | [ Save Book and Exit |
& Search for ftems Upload a File - Order a Special Iteelgr:’7 [ o Trages[ch order] ]
Entire Catalog 5 i : 72 Need Help? [
: i Contact us with questions, issues, a
=3 ! helpful suggestions 4 Tabs Classified Handbook pdf 4 =3
Get Help Nof
Drag files here or dlick to browse Order custom prints from hardcopy,
piteeniools €D, flash dive, etc
[-1lof 1]

Getting Started

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

iew Order History

Manage Uploaded Files

Reorder Uploaded Files

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

Manage Account

Drag files here or click tobrowse ~ Drag files here or click to browse

Download SureFDF Driver BookName[ ]

120012022 Rochester Software Associates,inc. All ights reserved.

Select Book.

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

a»
- - LAWRENCE

= Public Schools
Orders Books Manage Files

> BOOK[2] |

cartio] I

- (#)I-LawRENCE
’ ~ Public Schools

B0OK[ 1 CARTIO
3 | ol @ Search for ltems
Entire Catalog

Upload aFile ~ Order a Special Item

op
72 Need Help?
Contact us with questions, issues, and
helpful suggestions

== Book Details - Test

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

Search Text

Additionally, Assemble Book and Add to Cart adds the merged PDF to your Cart. [(Rename Book | [ ] [SeveBoox.
Document Pages | Change Assembly Order Get Help Now »
Order custom prints from hardcopy,

% User Tools D, flash drive, etc
Getting Started .

4Tabs Classified Handbook pdf 4 [ Remove | Combine Files Upload Poster
View Order History ; o
Manage Uploaded Files '

nlofli) Reorder Uploaded Files i

Manage Account
Delete Book  Return | Assemble Book Only | Assemble Book and Add to Cart Sraq Fles here o ik bisuces

Download SurePDF Driver

Drag files here or click to browse

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

120012022 Rochester Software Associates,Inc. All ights reserved.

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

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

< LAWRENCE

~ Public Schools

>

ZLAWRENCE Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartID 113807
" Public Schools

rovide an \me for your order. Order Estimate $0.29
BooK[2] |  caRT[0] Naming your order can be helpfu for eordering.

Book Details - Test e w

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 | [ Fi ] [(SaveBook ‘Sample 2022-11-16 (1).pdf /* Unit Price $0.29
Document Pages Change Assembly Order 55061100 nches C—

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

4 Tabs Classified Handbook pdf 4

Your Selected Print Options Print B/W, 1-Sided, White - 8.5 x 11, Scale Down Only
Exceptions 4 (details)

Preview / Change Options

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

Akiles-CoilInserters-Flyer 11 pdf 1
order name |
Fiesee ever s mesningrl name o el e o center Gen e
Shipping Information st e
h2lofl2  cominee |
I would like my order shipped by: Friday, be selected.
[ eturn | ‘Assemble Book only | Assemble Book and Add to Cart SHARON Leggott ] seect ing Method
D —— Coordator
ToEEETIE I Delivery Estimate
P
B e Monday, November 21, 2022
Ordered tems
1-16 (1).pdf
ing Information
SHARON Leggott Va Order Estimate $0.29
Educaton Support Center Gl e pic o view e costdetls

Serv
P e Select

o
I ooy e de [ R o
Sleoamtpua o e o
Total Split Percentage 0%
o o Click the ‘Add Split’ button to add more Account Codes for split billing.

ing Codes for Payment

785-330-2486 785-330-1789

Starta New Cart ] Place Order
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