Accessing online print ordering

JRA

® Uses your RRISD network ID and password
® Go to http://printshop.roundrockisd.org
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In arder to use the WebCRD application you rust be using a browser that supports cookies. If you have not turned on cookie suppont for this URL please do so
before lagging on. If you see this message after trying to use the application then either your browser does not support cookies or specific cookie support for this
URL has not been enabled.

Print Services Hours Login
Welcome to Print Services, your home for high quality Printing and h-Th Bam-5pm If vau already have & WekCRD accourt,
Duplication services. F: Barn-4:30pm please log in below.
= I wou do not yet have &

_ o . Contact Information g =
Are you new to our Online Printing Services? Phone: 512.464.6980 fielow 1o reglster r———
Click on the Getting Started link below. It includes important information on Address: 16255 Great Oaks Dr., Ste 300,
obtaining an account, Installing our Print Driver, and identifies the minimum Round Rock, TX 78681
requirermnents for your computer. e W’
Rermate Submission Guidelines Usek(D
Mext Day Delivery Guidelines Passwrard

Read our Getting Started tips

Get our SurePDF Driver for accurate printing,
everytime!

If you have not already installed our SurePDF Print Driver on your computer,
click on the link below to get started. Using our Print Driver ensures that
your documnent prints accurately, exactly the way it appears on your
Windows or Mac application

Get the SurePDF Driver



Step 1. Select “ Standard Account”
Step 2. Input RRISD network ID and password

RSA
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n In arder to use the WebCRD application you must be using a browser that supports cookies. If you have not turned on cookie support for this URL please do so

before logging on. If you see this messange after trying to use the application then either your browser does not support cookies or specific cookie support for this
LURL has not been enabled.

Print Services Hours Login

YWelcome to Print Services, your home for high quality Printing and M-Th Bam-Spm If you already have & WehCRD account,

Duplication services. F: Barn-4:30pm please log in below. m
) o _ Contact Information e B =

Are you new to our Online Printing Services? Phane: 512,454 5980 helow to register. —rt

Click on the Getting Started link belowe It includes important information on Address: 16256 Great Oaks Dr, Ste 300,

obtaining an account, Installing our Print Driver, and identifies the minimum Round Rock, Tx 78651

reguirerments far your computer.

Femote Submission Guidelines
Mext Day Delivery Guidelines
Read our Getting Started tips

Get our SurePDF Driver for accurate printing,
everytime!

If you have not already installed aur SurePDF Print Driver on your computer,
click on the link below to get started. Using our Print Driver ensures that

your document prints accurately, exactly the way it appears an your
YWindows or Mac application.

Get the SurePDF Driver




Step 3. “My Profile” - Complete Contact Information ’ HSA
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My Profile |
My Contact Information - Or select from this contact list -
Address Phone / Email
RSA Admin HTM_ (Email Farmat)
Rochester 685327 7129 (Work #
RSA

69 Cascade Drive
Knowlton Building
Suite 201

Raochester, Texas 14614
United States

Default Shipping Infermation -

User ID admin (Local)

Or select from this contact list -

Address Phone / Email
RSA Admin 685327 7129 (Work #
Rochester
RSA

B9 Cascade Drive
Knowlton Building
Suite 201

Rochester, Texas 14614
United States

Email Options

K

Proof Available

Receive an emaiiwhen 2 document proof s avaifebie fr viewing.

&

Order Acknowledge
Recelve an emall when your arder has been acknowledged by the Print Center.

™ Order Cost Changed

Alfow the Frit Center ta emaif you if your order cost changes

=

Order Shipped
Recelve an emall when your order has been shipped.

<

Order Shipped To Recipients
Send an emall to the recipients of your arder when shipped.

K

Order Shipped To Billing

Send an email ta the designated Bill-to individual from your order when shipped.

Printing Options
Retain [ Standard =]
Options =~ Summary  Print | Binding  Folding = Covers
Print: BAW, Duplex, Mone

Other

Method | Distiibution Delivery System ¥

After completing
profile select

“save” and then
select “Logout”




How to order print jobs directly from your PC ) HSA

MEDIA SERVICES




The RRISD print order workflow

JRA

2) Review &
Accept Proof

Printer

1) File > Print > SurePDF
]
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Printing Options
¥ Item [RSA_WebCRD_Product_Brief pdf Pages 25  Preview ]

Proof Request | Online _»| Click Preview (when available) to view Printing Options

Folder |default -
Exp. Purge 03/27/2020 Retain |Long Tem «

BW 2-sided '\ BW 1-sided Color Seddie fam| Coll Bound
5 | Book

Presats oo 5 Stepied [l 3-Hole 2-sided Stitch

4) Email
Confirmation

Options ¥ gummary  Print  Binding Folding Covers Other Tabs lInsertions Exceptions
Print: Pages: 25, Color, Two Sided, Standard 20

3) Single-Screen
il e TR Job Ticketing

Back - Cover Stock Blue None



Create PDF using your downloaded
SurePDE Print Driver

PRSA

2l x|
Prinker N
Marme: I r'gi RRISD Printshop ) j Properties |
Status: Idle Find Prinker... |
Twpe: Adobe PDFlobReadys
Where:  C:\Program Files (x36)4dobe\PDFIobReady! 3. 2. 21 Shared Inside.. I Print to file
Cormment; ™ Manual duplex
~Page range —Copies
= al Mumber of copies: |1 E‘
8 Current page " Selection 1
" Pages: I 1: ¥ Collate
Tvpe page numbers andfor page
ranges separated by commas counting
from the start of the document ar the
section, For example, tvpe 1, 3, 5-12
ot plsl, pls2, pls3—p8s3
Print what: IDu:u:ument j rZoarm
Prink: I.ﬁ.ll pages in range j Pages per sheet: I1 page j
Scale to paper size: IN::: Scaling j
Qptions. ..
Print on Demand & Print Fulfillment
with RSA WebCRD™




SurePDF automatically creates a desktop
proof of your document for your approval

Select “Accept”
and SurePDF
connects to the

RRISD Print shop
login page

i Andobe - PDF JobReady ;lglil

Prevism

B

! Bceept Save  Cancel

WebCRD - RRISD Printshop Help

Sur=FDF

Document Title: [Microsoft Word - RS A WebCED Product Brief.doc]

Local Document Preview: Please proof vour document and then accept or save.

B & | & 1o @@ - o ] [ -

SN 000

Print on Demand & Print Fulfillment
with RSA WebCRD™

A Product Brief from Rochester Software Associates




Step 4. Select “ Standard Account”
Step 5. Input RRISD network ID and password

ASA
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In order to use the WWehCRD application you must be using a browser that supports cookies. If you have not turned on cookie support for this URL please do so

before logging on. If you see this message after trying to use the application then either your browser does not support cookies or specific cookie support for this
LRL has not been enabled.

Print Services Hours

Welcome to Print Services, your hame for high gquality Printing and W-Th Sam-5pm |If-::ugal|r':ad3, have & WehCRD accourt,
Duplication services. F: Bam-4:30pm please log in below. h
i If wou do not yet have a
) o ) Contact Information A e =
Are you new to our Online Printing Services? Phone: 512.464.6980 below o register. p——t
Click on the Getting Started link below It includes impartant information on Address: 16255 Great Oaks Dr., Ste 300,
obtaining an account, Installing our Print Driver, and identifies the minimum Round Rock, T 78681

requirements for your computer.

Standard Account =

Rernote Subrmission Guidelines
Mext Day Delivery Guidelines Pazswlord
Read our Getting Started tips

Get our SurePDF Driver for accurate printing,
everytime!

If you have not already installed our SurePDF Print Driver on your computer,
click on the link below to get started. Using our Print Driver ensures that

your document prints accurately, exactly the way it appears on your
Windows or Mac application.

Get the SurePDF Oriver
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RRISD Job Ticket JARSA

Home  MyPRromke  Help  Logoat

PRINT SERVICES
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Cart

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

Ovder name |Dr\der TT 0692012

¥ Hem IRSAW&bCRD Product Brief.pdf Pages 14
Form B I
Store in default folder until 081252012 change

Surnrnary  Frint Binding Folding = Cowers Other  Tabs Insertions = Exceptions

1.Select job attribute
— either by using

preset buttons or by
electing the options

Prirmt: Pages: 25, BAW, Duplex, None

Dther Hotes W

Proof Options - - I_ Provide a zample of the document before processing my order.

Shipping Infor rmation 4ad anotiter Sipping mumll-_ -

¥ RS54 admin oy |1 Due Date Iﬂﬁﬂﬂ.ﬂmi Time INone 'I
Method I Distribution Dealivery Spstem ;I Lesatisen Rochester _

Biling Infor mation el ||

Tum-Around-Time discount applied
w Estimate 3000 anpmve

S e Spesia nutructons

Eudget code I




RRISD Job Ticket JRSA

Home  WhyProflke  Help  Logoet

PRINT SERVICES

EBouinn Bock 00

= Cart

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

Drder name IDn:Ier T 0692012

Frinting Option= Cantirue shopping

¥ Hem |RSAWehCRD Product Brief.pdf Pages 14
Form B |
Store in default folder until 08122012 change

~~ [

Options ¥  Summary | Frint | Binding = Folding = Cowers | Other | Tabs | Insertions = Exceptions

Primt: Pages: 25, BAW, Duplex, None

Other Hotes ¥

4, Select Due Date ?
make sure the date
is a work day — not

Proof Options - - I- Prowvide a sample of the documernt before processing my order.
a weekend

Shipping Infor mation

s W e s
w v |1 Due Date |nﬁr2mn12 Time [None =
Method | Distribution Delivery System (l z 0 T

Billing Infor matian Chonge o W Ditait | From My Contacts | ten

Tum-Around-Time discount applied
v Estitnate $0.00 rhpmm
Bill to RE4 idmiff

5.Select
Delivery Method

3.Select
Quantity

7.Select
“place order”

Eudget code

6.Add Budget
Code and/or
Approve



User Job Ticket
BEE  vecowso )

JobID § 107202011 10:25 AM

Order Requested Date: 01/27/2010

Description: SampleOrder Due Date: 01/27/2010
Customer

Order Owner: John Smith Order Placed by: Bill White

Email: jnsmith@ techco.com Email: brwhite@techco.com
Document Total Quantity: 12

Item: TechCo Expenses Spring 2007 File: TechCoExpenses_spring07.pdf

Document (hardcopy) instructions, if any

Ovrder placer instructions, if any

Document Properties
Page Count: 33 Paper Stock: Standard 20
Plex: Duplex tumble Output Device: Color

Print instructions, if any.

Covers
Front Cover: 604 (8 1/2 x 11) Bright Hue Blue, Both sides
Back Cover: 60# (8 1/2 x 11) Bright Hue Blue, Both sides

| Laminate front cover, if possible. |

Finishing Options
Binding: Staple: Saddle Stitch
| Please use three staples. |
Folding: Punch: Top 3
| Folding instructions, if any. |
Other Options:
Cutting - unit size: §
Padded - unit size: 4
Trimming - unit size: 3

Other finishing instructions, if any.

o “||||”|||H
17




Reordering previously submitted jobs

JRA

Home  MyProfle Help  Logowt

PRINT SERVICES
' ROUND ROCK OO0

PRINTING MADE EASY

Ordering from Print Services has never been easier. Upload a File fram your desktop,
search for personal items in My Files or search the Catalog,

Upload A File Search Catalog My Files Special Orders
=elect & file from ywaur desktop. =earch catalog by description far tems ta Search your persag@lils cabinet far tems Order custam prints from & hardoopy,
arder. to order. [-ROM, et A” of your
pclf, it joo, pny, joeg L
print jobs

are stored in
“MY Files”
for future
reorder

F;

I Browse.. | |

tolLitiple Files? Ldvanced search Advanced search




Checking Job Status

Home ¢ Profile  Help  Logout

print jobs,
submitted but not
yet completed, can
be checked in the
“Orders” section of
the “Home Page”

PRINT SERVICES

Tewuas. @00 OO0

My Orders

Find the status of an order from this page, and view the details of past orders.
You can replace the contents of your cart with a saved order or an order that was rejected (your current cart will be saved).

Order Search Status | All - Created from Rows Per Page Iﬂ
order name [ to
Order Name wa Order ¥ & Created wa Sending to Status va
Order 77 06M9/2012 77 06/19/2012 RSA Admin w Cart
Order 42 06/04/2012 42 06/04/2012 REA Admin Canceled
Order 35 (Reorder of Orde. . 35 02/16/2012 RSA Admin Canceled
RS54 Test #8 34 02r18/2012 REA Admin Canceled
REA Test #7 33 021152012 RSA Admin Canceled
RSA Test #6 32 02115/2012 RSA Admin Canceled
RESA Test #5 31 0215/2012 RSA Admin Canceled
REA Test #4 a0 02/15/2012 REA Admin Canceled
RESA Test #3 29 021152012 RSA Admin Canceled
RESA Test #2 28 02/15/2012 RSA Admin Canceled
REA Test #1 15 121412011 RSA Admin Canceled
Order & 111 712011 G 1M Fzon REA Admin Saved
Order 5 (Reorder of Order... 5 0952712011 RSA Admin Canceled
Order 4 09/27/2011 4 09/27/2011 RSA Admin Completed
Order 3 (Reorder of Order... 3 09s27i2011 RSA Admin Canceled
Order 2 0940772011 2 09/07/2011 RSA Admin Canceled

[1-16] of [16]




Questions and Help

»Help Available within WebCRD
» Call Print Shop Phone: (512) 464-6980

Proxy

Home Help | Logout

PRINT SERVICES
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PRINTING MADE EASY

Ordering from Print Senices has never been easier. Upload a File from your desktop,
search for personal items in My Files or search the Catalog.

Upload A Flle Search Catalog My Flles Speclal Orders

Select a file from your cesktop. Searchcatalog by descrption for tems to Search your personal file cabingt far tems Order custom prints Trom a hardcopy,
order. to order. CL-ROM, eteo.

pof, oif, jom, png, joeq N

I Browee. | I

tultiple Files? Lavanced Seatch Lalwanced Search




