Instructions for the new
Jessamine County Schools Print Shop
Ordering Website

Jessamine

YOUR ONE-STOP SHOP FOR:

c ou nty + COPYINGIPRINTING
S h I * BAMNERS -~ POSTERS - WALL GRAPHICS - WINDOW CLINGS - MAGMETS
c 00 s « GRAPHIC DESIGM SERVICES

Print Shop + BULK MAILING SERVICES AND MORE

=. Printing and Copying E Quick Copy
m

Print Shop Hours 7:30 am to 4:30 pm

For Same Day Copying Delivery: Orders must be submitted by 8:00 am.
For Mext Day Copying Delivery: Orders must be submitted by 2:00 pm.

MNeed more information: Contact Carrie McDanald or Zack Barnett | 859-881-7100
The Print Shop is located at West Jessamine High School, 2101 Wilmore Road, Micholasville, KY 40356

We have our own entrance on the side of the building. Look for the blue, metal awning and the words "Public Information”
Printing is limited to school district and school-related printing
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This booklet can be used as a guide to answer some of your ordering placing quesitons.
Feel free to contact me and | will be happy to walk you through the print order process.

Carrie McDanald - 859-881-7100, ext. |
carrie.mcdanald@jessamine.kyschools.us




Instructions for the new
Jessamine County Schools Print Shop
Ordering Website

Step One - Register by clicking on one of the order buttons on the Home Page and following the
instructions. | will need to approuve your registration before you can place an order.

Home Page

Jessamine County Schools NewOrder - My Orders  Reports  Admin  More ~

Jessamine YOUR ONE-STOP SHOP FOR:
cou nty * COPYINGIPRINTING

* BAMNERS -~ POSTERS - WALL GRAPHICS - WINDOW CLINGS - MAGMETS
Schools

* GRAPHIC DESIGN SERVICES

Print Shop + BULK MAILING SERVICES AND MORE

=. Printing and Copying E Quick Copy

? Wide Format

Print Shop Hours 7:30 am to 4:30 pm

Store Items

For Same Day Copying Delivery: Orders must be submitted by 8:00 am.
For Mext Day Copying Delivery: Orders must be submitted by 2:00 pm.

MNeed more information: Contact Carrie McDanald or Zack Barnett | 859-881-7100
The Print Shop is located at West Jessamine High School, 2101 Wilmore Road, Micholasville, KY 40356

We have our own entrance on the side of the building. Look for the blue, metal awning and the words "Public Information”
Printing is limited to school district and school-related printing



Printing and Copying

Jessamine YOUR ONE-STOP SHOP FOR:
cou nty « COPYINGIPRINTING
« BANNERS = POSTERS - WALL GRAPHICS = WINDOW CLINGS - MAGNETS

Schools
Print Shop « BLUILK MAILING SERVICES AND MORE

Takes you
to all = o : :
el f5 Printing and Copying E Quick Copy
printing

options

(see below)
? Wide Format

Printing and Copying

Which option best describes the print job you need?

ukck Coplag Business Card Mawslattar Pads Rookhsts Raooks

T " = A Al

Brochures Labels NCR [ Carbonless Post Cards Posters Wide Format




Quick Copy >

Jessamine YOUR ONE-STOP SHOP FOR:
cou nty « COPYINGIPRINTING
« BANNERS = POSTERS - WALL GRAPHICS = WINDOW CLINGS - MAGNETS

Schools
Print Shop « BLUILK MAILING SERVICES AND MORE

Takes you
= o : - |__to printing
— Printing and Copying E Quick Copy that needs
no other
finishing

options
? Wide Format except
corner
stapling
and/or hole
punching
(see below)

Quick Copy

Choose your size

What best describes the Category of your Printing Request?

8-1/2x11 11 x 17



Wide Format 6

Jessamine YOUR ONE-STOP SHOP FOR:
cou nty « COPYINGIPRINTING
« BANNERS = POSTERS - WALL GRAPHICS = WINDOW CLINGS - MAGNETS

Schools
Print Shop « BLUILK MAILING SERVICES AND MORE

= Printing and Copyin uick Co
— g and Copying E Q Py
Takes you
to the_
wide format ? Wide Format
printing
options
(see below)
Wide Format
Choose your size
18 % 24 24 % 36 24 x A8 36 = 60 A8 x 96 Custom Sire

Choose this option if you
don’t see your size in the
list. This button will give
you a minimum $8 price
quote. You will be e-mailed
the actual price quote



Store Items 7

Jessamine YOUR ONE-STOP SHOP FOR:
cou nty « COPYINGIPRINTING
« BANNERS = POSTERS - WALL GRAPHICS = WINDOW CLINGS - MAGNETS

SGhOO'S  GRAPHIC DESIGN SERVICES
Pri nt Sho p * BULK MAILING SERVICES AND MORE

= Printing and Copying E Quick Copy

For ordering
color paper,
card stock
? Wide Format _Z.r sc'hool/
istrict
printed
envelopes

Store Items
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Step Three - fill out the form

Form page |

Step 3: Print Order Information

Job Type Quick Copies - 8-1/2 x 11
Contact Carrie McDanald
Phomne BS9BE17100

Site Central Office - Prink Shop (C0_Print)

Edit Site Information

Job Name
# of Sets What is this?
Main Paper
Format O i Sided © 2 Sided
Plezse anter # Criginals
# Originals What is this?
If you
haven't filled
ik Coles 2 Black 2 Color O Both out the form
completely,
Stock Styl it wi
" Text v What is this? it wil
prompt
Hand you with
Cowver .
Stock Weight Gloss questions.
Paper Color = blue W canary
W galdenrod -- gray
W green ooy
= orchid = opink
2 galmon & white
These are the pastel text weight colors we have in
stock. If you choose a different option from the drop
== Back Continue >> down menu, it will show you those available colors.

*The color displaved is 2 close approximation of the paper colon Due to differences in monitor disp




Form page 2 ?
Choose your finishing options

Binding Nene | Change
[~ H
Onane E Staple 1 Top : E Staple 2 Side
Haole Punches None | Change
“# None l"'l" E S B
Caollating C'Mo Collating #®Collate

Special Instructions

Use the special instructions box to explain the

. particulars of your job.

Form page 3
Upload your file or choose No.

Step 5: Attach Files

Choose no if the Print Shop has you need the
@ Attach a Eile? Print Shop to design your art, if your art is on

file with the Print Shop, or if you will be sending
Back Yes Mo - Shkap Attaching a File

a hard copy by courier.



Review your order

Step 6: Billing and Delivery

Form page 4

10

Job Name
Type
o of Sets

Tatal

Letter to Parents

Quick Copies - 8-1/2 = 11
£00

=12.00

($0.02 Each)

Site

Billing

Shipping Information

Suggested Due Date

Delivery

Attn

Mail Stop or Area

Shipping Address

Address2

City

State (Abbreviation)

Pastal Code

Country

Back Save As Quote Cancel Order

Central Ofice - Print Shop (C0 Print}

Account Number

O0010eE-0559

7/18/2018 2]

I Held For Pick Up
® Ship to Site

Central Office - Print Shop

Carrie McDanald

2101 Wilmore Road

Nicholagville

Kenbucky

40356

United States

You will get an automatic quote.
This is an estimate. The cost could
change if the order wasn’t entered
correctly.

You can save this order as a quote, cancel the order,

or choose “Finish” to send it for printing.



Order Process Complete

Form page 5 1
Final

Your order has been submitted. Thank you!

Your print job will be assigned a

number.

If you need to send originals by courier to the
print shop, you can print out your job ticket
to include with those originals.

Print Order &
i = 219 View Order Summary Print Job Ticket

Job Name Letter to Parents

Current Status Submitted

Thank you for your order. Please Click Print Ticket and send it to
the Printshop with the necessary artwork.

You can use this button to save Add Another Print Order to this Project

several files together as a project.

You will receive an e-mail saying the order was submitted.

Your Print Request Order #220 has been submitted. Inbox x

carrie.mcdanald@jessamine.kyschools.us via webdeskprint com

to me -

Dear Carrie McDanald,

This is an automated message from Print Services - Jessamine County Schools.

Your Printing Request Order #220 has been submitted on 7/17/2018. Please see below for a summary of this order.

Job #

220

Job Name:

PTO flyer

Current Status:

Submitted

Requested Due Date:

7/18/2018

Preliminary Estimate:

§20.00

Link to Order:

http://jessaminecountyschools webdeskprint com/PSP/appNet/PrintOrderPublic/PrintOrderEdit. aspx?0rderld=220

Link to Check Status:

Thank you,

http://jessaminecountyschools. webdeskprint.com/PSP/appNet/OrderHistary.aspx

Print Services - Jessamine County Schools



Keeping Track of your Orders 12

This menu appears at the top of each page

Print Services - Jessamine County Schools New Order - My Orders  Reporis

Click on this button to see all of
the orders you have placed.

It will take you to a page like the
one below.

Birdes Filler lar Carvie M Dasald

L) Fmi [ Corvw Glam © Frier Sram A e BN o AT TELIGRHN e Ve

Easily keep
track of the
status of your

Back Print Ticket Estimate  512.00 orders.
Price Each  ($0.02 per Set)
Job Summary - Order#: 219
Job Name Letter to Parents Status In Praduction
Site Central Office - Print Shop Order Category Quick Copies Date Due TFLB/201E N
eed to place
Contact Carrie McDanald Finish Sizeg 1,3 x 11 Due Time h P
Account Number DO01098-0553 the same
Date Ordered 7:17,2015 order agaln?
Printing Click the
# of Sets 600 Special Instructions “ - %)
view” button
Purpose Size Style Caolor Weight Sides Originals
Paper Main Paper 812 % 11 Text e 204 One Sided 1
It will bring
Attachments
Finish up the order
B Mone information.
Haole Punch Mone

Click the

B : E-!a “Copy Order”

Delivery button You'll
Ship To Ship to Site be able to
Site Central Office - Print Shop review the
Attn Carrie McDanald

order before
submitting it

Mail Stop or Area

Address1 2101 Wilmore Road

Address2 for print.
City, State, Postal Code pichglasville, Kentucky 40356 United States

Courntry United States

Shipping Phone BS98817100

Delivery Note

Customer Note

Baclk Copy Order Print Ticket



Paper Options

Your paper options are listed as Bond, Cover, Gloss, and Text

Bond is the bright colors

Text is the pastel colors

Stock Weight G0 # What iz this?
Paper Colar ® rite hue blue 2 prite hue Qresr
O fuchsia ] Grange
@ red D sea blue
D ultra lermon 2 witra lime
2 witra orange
Sock Styte Text \ | What is this?
Bond
Coar
Stock Weight Elogs
Paper Color O blue |:|':::' canary
&) goldenrad -':::' gray
o green D oy
D archid 2 pink
-':::' salrmon ® white

Gloss is the paper we use on
the color copier
28+# is the text weight
80# is the cover weight

Stock Style
Gloss ¥
Stock Weight
2B# v
RO &
Paper Color | ™= FTiE

Stock Style

Stock Weight

Paper Color

contact the print shop.

If you don’t see a color you'd like,

We can order additional colors.

Cover is our heavy weight
paper. It comes in both bright
and pastel colors

Cower ¥ What is this?
654 r What is this?
O bilue -':::' brite hue blue
o Canary -':::' COSMIC orange
-':::' Tuchsia -':::' Gamima green
8] goldenrod -':::' gray
J Qreen o WOy
2 lunar blus 2 meadow
J Dramnge 2 archid
8] pink 8 planetary purple
2 red 8 re-anlry red
O rocket red 2 zea blhus

< solar yellow < sunburst yellow

< Lerra gréeen < wltra lemon

= ultra lime

< wltra orange

e
A

O vulcan Qroen 8 i hite

13



Jessamine
County
Schools
Print Shop

Ordering a Newsletter
Choose the Printing and Copying Button

YOUR ONE-STOP SHOP FOR:

» COPYINGIPRINTING

* BAMNERS -~ POSTERS ~ WALL GRAPHICS = WINDOW CLINGS -~ MAGNETS

* GRAPHIC DESIGN SERVICES

« BULK MAILING SERVICES AND MORE

Choose
This_
Option

= Printing and Copying

? Wide Format

=
=

Business Card

E Quick Copy

Choose Newsletters

5 =
= = o
—— T
Mawslaltar Fads Hooakhsts
e b
NCR [ Carbonless Post Cards Posters

Step 2@ Select Finlshed Size for Newsletter

what bast descrihen the Category of ypaur Panking lequese”

=
=

B-1/2x 11

|- or 2-page

Cadldle Stilch
81/2x11
3 or more
pages

A \

Wide Format

14




Fill out the form N

Step 3: Print Order Information

Job Type Mewsletter - Saddle Stitch 8 1/2 » 11
Contact Carrie McDanald
Fhone E50EE17100

Site Central Office - Print Shop (CO_Print)

Edit Site Information

Job Hame | Elull'r-_'r'tdr'.r Nawslaltar
Quantity &0 What is this?
¥ Graphic Design . . .
: . Click here if you need design work
Main Paper
Format 2 1 Sided ® 2 Sided
# Sheets Per Set 4 What is this?
Ink Color ® Black © Color O Both
Stock Styla
! Bond 17 v What = this?
) Bond is the bright colors
Stock Weight G60# What is this?
Paper Colar -!' Brite hue Blue W rite hue gresn
-I"'I fuchsia K orandge
--___- _— ey blue
I:I'---' ultra lermon = ultra lime
-'---' vitra ocrange
== Back Continue ==

Follow instructions
pg. 7-9 of this document



Jessamine
County
Schools
Print Shop

Ordering a Booklet 16
Choose the Printing and Copying Button

YOUR ONE-STOP SHOP FOR:
+ COPYING/PRINTING
« BANNERS -~ POSTERS -~ WALL GRAPHICS = WINDOW CLINGS ~ MAGNETS
* GRAPHIC DESIGN SERVICES

« BULK MAILING SERVICES AND MORE

Choose
This_
Option

= Printing and Copying E Quick Copy

=0
Guick Coplas

=

Brochures

=
=

Business Card

Labels

Choose Booklets

= = n

—
Mawslaltar Fads Hooakhsts
E ‘.!.
o .l Sl |
NCR [ Carbonless Post Cards Posters Wide Format

Choose a finish size

=" ="

Saddle Stitch Saddle Stitch
51/2x81/2 81/2x11



Fill out the form

Step 3: Print Order Information

Job Type
Contact
Phane

Site

Booklets - Saddle Stitch 8 1/2 = 11
Carrie McDanald
B508817100

Central Office - Print Shop (C0_Print)

Edit Site Information

Job Name

o of Boohlets

Main Paper

Format

Count the numberof 8 1/2 X 11 pages in
the booklet and divide by 4

, ; Ink Color
Here’s the tricky part

Stock Style

By counting the

originals as noted
above, you will get an i,y weighe
accurate price quote.
If you don’t want to
count the pages, just
enter “4” and we wiill

adjust the number
when we receive the
job.

Paper Color

Cowver Stock

What is this?

Graphic Design

Include Front Cover

Click Here if you want to add a
color sheet for your front cover.

=< Back

Continue ==

The next screen (see right) will
give you the options for your
cover sheet.

We will contact you to discuss your reguest.

2 1 Sided 2 2 Sided
What is this?
O Black O Color
Text v What is this?
20# What iz this?
o blue I:I canary
& gobdennod -'---' gray
W green oy
W oerchid b pink
" galman o white

Step 4! Seledct Cover Stock

Taned Coves
Pl t Sclag 2 Suded v Bt
i Wk =

L

Homd W

Pagr Lo

s m

Follow instructions
pg. 7-9 of this document



Special Instructions

Every print order option will have a Special Instructions section (see below). Use the special instructions box to
explain the particulars of your job.

Binding Mone | Tha nge

=g

¥ none E Staple 1 Top E Staple 2 Side

Hale Punches Haona C:'|EII'I-;|E

L) Hono E 3 Side

Collating Mo Collating ®Collate

Special Instructions

Note that we will review all of the billing tickets and make adjustments to ensure you are
getting the most cost-effective option for your print job (ex.: If you run 500 copies on 8 1/2
x | I, we may change that to run 250, 2-up on | | x 17 to save you money). For that reason,
your price quote will be an estimate. We will still send the charges to Finance as we’ve done

in the past so you will be able to reveiw your charges and follow-up with me if you have any
questions regarding your monthly billing.



Store 19

All of the paper we have in stock can be purchase by the sheet or by the ream. This can be done by using the “Store” button on
the home page. If you are looking for a specific color and don’t see it in our list, contact us. We’ll be happy to order it for you.

This is also where you would order the pre-printed stationery (# 10) envelopes, window envelopes, and note card envelopes.
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Products In Envelopes

S

These envelopes are printed with return address
These note card

envelopes are #10 Printed Envelopes 10 Printed Window
w10 Emalypas. B 500} of 300 Envelopes
blank 0 par R0} R .a.-uu..-::r:ip- Baw|30) o 300
WD paw Race[100)




