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WEb CRD is the online software used to process more complex print jobs than scan
backs. These are jobs that include:

Covers Colored printing Wide format (banners/posters)
Coil Binding NCR Forms Pre Printed Elem. Curriculum
Tabs 3-Hole Punched Envelopes
Planners Yard Signs Plastic A Frame Signs
Business Cards Bulletin Board Back Grounds

Reach the software link by going to the Clovis Unified School District Web Page,
Departments, Administrative Services, Graphic Arts. On the Graphic Arts page, click on the
red letter image shown circled in green below.

GRAPHIC ARTS

Welcome to Clovis Unified School District’s Graphic Arts Department home pagel

ONLINE PRINTING

pload your files here > A page will open up that looks like this.

You will want to book mark this site and rename it

PRINT SHOP ORDERS.

— ;_/_;::J UNIFIED

— SCHOOL DISTRICY
Document Services Hours Login
Welcome to Document Services, your home for high quality Printing and M-Th 9am-6pm If you already have a WebCRD account,
Duplication services. F: Gam-4pm please log in below.

If you do not yet have a m
s P s WebCRD account, click
Are you new to our Online Printing Services? below o register. -
Click on the Getting Started link below. It includes impertant infermation on -
obtaining an account, Installing our Print Driver, and identifies the minimum =
requirements for your computer. Domain |M|
Clovis Unified How-To Manual Userb[ ]
| Log In |

© 2001-2021 Rochester Software Associates, Inc. All rights reserved.
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Document Services Hours Login
‘Welcome to Document Services, your home for high quality Printing and M-Th 9am-6pm If you alrzady have 3 WebCRD aceount,
Duplication services. F: 9am-4pm please log in below. )
If you do not yet have a m
. P o ‘WebCRD account, click
Are you new to our Online Printing Services? below 1 register

Click on the Getting Started link below. It includes important information on
abtaining an account, Installing our Print Driver, and identifies the minimum

requirements for your computer. . -
q ¥ P fiomain | Clovis USD v

Clovis Unified How-To Manual userd| ]

© 2001-2021 Rochester Software Associates, Inc. All rights reserved.

Remember to save this to your favorites or bookmarks. It makes | Yser!D—firstnamelastname ie. janedoe

going to the web page quicker. Password—your log in password for your computer.

Log in with the same user name and password that you use to log
into your computer each morning.

You will now need to make an account just like any other on-line ordering system you might use.
Remember to fill out all information requested completely. Location will be your site name or department
location. Company will be, Clovis Unified School District. Department is the area you work in.

So a couple of examples:

SCHOOL SITE: You work in the athletics office at CEHS. So your Location would be CEHS and your Depart-
ment would be athletics.

DISTRICT OFFICE DEPARTMENT: You work in the HR department. Your Location would be DO East and
your Department would be HR or Human Resources.

REMINDERS: If you work at an Educational Center, do not use the name of the Center, use the High

School, Intermediate School or Elementary School name. You want your location to reflect the site you
work at for delivery accuracy.
If you change your name, please contact the manager in Graphic Arts to change the account information.

When you change the your district password you will need to use the NEW password and then resave it to

your web browser favorites.

If you leave your position and move to another in the district, you will need to go into your account and
make edits to your site name, address, phone number, budget etc. to reflect your new position. You access
this information by going to the web site, logging in and in the top right hand corner, there is a link to “My

Account”.

Roles ) Ordering Proxy Home | My Account | lelp | Logout

_}g;_ CLOVIS
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Orders  Manage Files w

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

Upload a File Search Catalog My Files Special Orders

Search catelog by description for items 1o Search your persenal file cabinet for items Order custom prints from a hardcopy, CD-

order. to order ROM, etc.
-~ TN
—-—
== =l i -




The account set up also has an area for you to put a default budget number. Please add the budget
string that you use the most. For some it is the lottery budget string and for others it might be their dis-

cretionary budget string. PLEASE MAKE SURE YOU PUT AN ACCURATE BUDGET STRING IN THIS AREA .
You can ALWAYS manually change the budget number on each order.

Default Billing Information | Modify Or select fron

Address Phone / Email

Clovis Unified School District

ng}] %hopd - Account Codes
1 avi ook Way - .
Clovis, California 93611 57104 000 7550-0000-0-60001--01 (Tyler Munis Budget String)

WHAT DOES AN ACCURATE BUDGET STRING LOOK LIKE?

Include the Hyphens (-) to separate
object code the segments Use the space bar
to insert the 5 blank spaces

123-1234-123 -1234-1111-0-6000-\ 01

Object Code Segment should be 571040
UNLESS it is a REIMBURSABLE account like PTC/School Foundation/Student

Body A reimbursable account uses the -0099— Resource Segment
430099- object code is used for reimbursable accounts.

OR

it is a SELF FUNDED PROGRAM like Child Development/Campus Catering
575040—object code is used for self funded program budgets.

Once you have completed your account set up, your front page will now look like this after you log in. There
are four areas and three “Go” buttons.

1. Upload a File 2. Search Catalog 3. My Files 4. Special Orders

Orders Manage Files

PRINTING MADE EASY

Ordering from Document Sefices has never been easier. Upload a File ffom your desktop,
search for pefgonal items in My Files or search the Catajog.

v

Upload a File Jv Search Catalog My Files

Search catalog by descripticWffor items to Search your perscnal file 2abinet for items

Order custom prints from a hardcopy, CD-
order. 1o order ROM, etc.
-~ TN
e -

s
|
Drag files here or click to browse | | 1

Special Orders

Advanced Search Advanced Search



Clicking on the Orders link will take you You can also see your CART which

to a list of your past orders. usually is empty. Here you can

Manage Files is where you can look for and see there is one item that has

s\f'j“.ﬂ ZLOVIS download your older files. been left in the cart \

= SCHOOL BISTRIC You can also find this in the “My Files” button

Orders Manage Files

PRINTING MADE EAS

Qrdering from Document Services has never been easier. UNoad a File from your desktop,
search for personal items in My Files or seardh the Catalog.

Upload a File Search Catalog My Files Special Orders
Search catalog by description for items to Search your personal file cabinet for items Order custom prints from & hardeopy, CD-
order. 10 order ROM, etc.

1

Drag files here or click to browse | |

1 Advanced Search Advanced Search

2 Go 3 Go 4 Go

1 Click on the blue cloud or “click to browse” link to find your file (pdf file on your computer) to upload
and start a print job request.
You can also drag your file to the blue cloud.

2 This is the button you use to locate and order pre-printed curriculum, forms and or non print items
like A-Frame signs, H-Stakes, business cards, envelopes etc.

3 This is where your printed files are stored. You can download the files by clicking on the thumbnail
image and clicking the down arrow to download to your computer.

4 Click on this button if you need to bring your file into the print shop on a memory device instead of
uploading for printing.

To start, make sure your document is a pdf file. You can turn almost any document into a pdf file by either

going to File, Save As.... And changing the document type to pdf or going to File, Export to pdf or File, Print and choose PDF Crea-
tor as the printer and follow the instructions.
Be sure to examine your PDF file to makes sure it is accurate. No fonts have changed or missing items along the margins etc.

WHAT IF | HAVE A JPG OR IMAGE FILE???

It is BEST if you use a software program like Microsoft Publisher or Adobe InDesign to import or place the image file into THE
SIZE DOCUMENT YOU WANT TO PRINT, then enlarge the image to fit.

DO NOT create a letter size document and assume it will print clearly at an 11 X 17 or larger size. This will allow you
to see if the image is going to print properly or if it will be pixilated and fuzzy. It will also allow you to see if the image can be
printed in portrait dimensions or landscape dimensions. Once you are happy with the document, EXPORT to pdf and upload the
pdf file into the online ordering system.

NOTE: ALWAYS examine a pdf file you have created to make sure it looks how you expect it to print.




Once you have your pdf file(s) click on the upload a file link,

w CLOVIS
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Orders Manage Files

Find your file and click Open.

4 > ThisPC » Deskiop v o Search Desktop

Organize »  New folder

D Music A O Name Status e modified Type Size

&= Pictures 2021 ] 10
Shared with Ever 2023 o 6

Videos

[ This PC

File folder
File folder
File folder

F‘ File folder U I F,I
B 3D Object: PNV File folder p Oad k| e
ects

# AppleiPhone
I Desktop

| Documents
& Downloads
D Music

File folder
File folder
File folder

File folder

&=/ Pictures

Videos

5 Windows (C)
v

EEA < Drag files here or click to browse

File name: | Print Documnet

Open Cancel

The next window is the actual cart document page.

You will be asked to name the order.

Naming the order will make it easier for you to find for future re-ordering. You will start out with an estimate
< The pencil icon indicates you can click on it and change the title. of the minimum order cost, $5.00
The unit price below the Order

Estimate is the actual cost of the

. single item. Once your order hits
g\ C OVIS The Cart ID number will turn . .
\./,—.—-a NI1F1ED } the $5.00 minimum, you will be
,,.4’-’ IOBEISTRICS into an Order ID number .
] charged only the cost of job.
once you submit the order.
1/ Cart
Select print optjns, quantity per recipient and billing information. Click Place Order to submit your order. CartID 27117
Order name test Order Estimate $5.00
Item 1 ﬁr Replace File | | Continue Shopping
s Example.pdf ./ Unit Price $0.05 «u—
2 Pages
i 8.50x11.00 Inches Quantity [T |
Click the image to review the proof.
Select your print options, then click Preview to review this item prior to ordering.

Your Selected Print Options Print B/W, 2-Sided, Bond 60Lb 11 x 17 Whitehall, Scale Down Only
i< Preview / Change Options
Enter special instructions for this item. Click on “Preview / Change Options” to change
choices such as plex (1 sided or 2 sided), paper
type, color or black & white printing, stapling, 3
Special Instructions link where you can leave a note hole punching, cutting etc. and a preview of your
to explain exactly what you want. ie. 100 pads of 50 document.
sheets. This field is also available when you open the
Preview/Change Options section, left side bar under
the “Other” section.
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Booklets Click to open up options for printing a booklet
style document.

 Print Options - Example.pdf

Quick Sets
ig=) Clickto select from a list of
1-Click Print Options

Output

Chose between B/W, Color or Wide Format

Refine Your Print Options

U Booklets / ' @ Output 5 oo
Color L. .
- 7 & cobr Envelope printing & Letterhead is no longer used and
Color Copy BOND 11x17 A
Refine Your Print g e | A videpomat maybe removed with future updates.
'y Output i z:;:gnnwnomy & envelope printing
B/W p— :
@ :I-SidedfsharlEdgeFlip @ Latterhead

Paper
Bond 60Lb 11 x 17 Whitehal

-
_

Paper Options

Click on size if you want to print on a different size than the document/file uploaded.

Plex
2-Sided / Short Edge Fli

S Your options change with the change in the paper size.

Use side bar filters to help scale down the number of options.

Binding Select Paper

Current Paper: Color Copy BOND 11x17 White

Folding & Fjinchin
9 9 Use the filter options below to view the available paper choices.

color | Any M size [11%17 v Reset Filters

The paper size has been preselected for you.

Other (not sfown)

These papers match your color, size and filter options. Click on the paper name to select it. To make

Filters no changes and keep the Current Paper selection shown above, click Cancel.
Special Insfructions (not shown) O Plain N Name Color Size N
- [ cover [ Bond 60Lb 11 x 17 Whitehall white 1x17
Dinck [ Bond 20Lb 11x17 Blue blue 113017
Additional optiongare available by right- {8 cio=sy [ Bond 20Lb 11x17 Canary Canary 1117
clicking on pages |n the Preview; Scroll [Dpastels [ Bond 20Lb 11517 Pink K 1117
View, and Grid Viejv. [ Color Stock on x17 Pinl pin
[ Post Card Stock [ Bond 20Lb 11x17 Goldenrod goldenrod 11X17
Click here for morg help ) Business Card Stock O Beond 20Lb 11x17 Green green 11X17
Bond 20Lb 11x17 Bu u 11X17
gPoﬁter O d b fr buff
Graduation Paper Stock [ Color Capy BOND 11x17 White wihite 11X17
D certificate Paper ) .
[ Divider Sheet (NON [ color Copy COVER 11x17 White white 11X17
(\B) [ Color Copy BOND GLOSS 11 X 17 White white 1M1X17
L\Black Ink Poster [ Color Copy COVER GLOSS 11 X 17 White white 1117
[ color Copy COVER 100Lb 11x17 White white 1X17
O

Classic Crest Text 80LB Whitestone Whitestone may

/ ol \ Scalin
ex Scaling .
(&E Plex ' Scale Down Only EI (=L

2-Sided / Long Edge Flip [5 1-sided -
b & £ Plex Scale Down Onl
corers 2-Sided / Lang Edge Flip g 2-Sided / Short Edge Flip !
?i." iﬂ_"g y 2-Sided Tumble / Short Edge Flip o _C(_“im ' ST
1 sided means your page will only
have printing on ONE side of the Center will not change the size of the document image, it

paper, the back side will be blank. will center document on the paper size you chose in the

Paper options area.
2 sided /Long Edge Flip is like a
book, top is the same on front and
back.

2 sided Tumble/Short Edge Flip is Scale to Fit will fit the item to page either shrinking or en-
like a calendar, top to bottom larging. If you enlarge make sure you check the preview to

see how the image looks. It might be very blurry if itis a
small image.

Scale Down Only will shrink the image to fit paper size cho-
sen.




Covers

 Print Options - Example.pdf

Quick Sets
iz=| Clickto select from a list of
1-Click Print Options

-

'g Plex
‘E 2-Sided / Long Edge Flip

D ¥ o Covers Front and Back Covers ]  Configure Front and Back covers separately
| © I .- Paper ;ﬁﬂ | O Bond 20Lb UsLetter white M
o Binding ' Blank Cover Print on Inside Print on Outside Print on Both Sides
Refine Your Print Options ----

OQutput
B/W

o Folding & Punching

Paper

”~ Other (not shown)
Bond 60Lb 11 x 17 Whitehall

—— Pay attention when choosing covers! Blank cover is the default so when you click on

Scale Down Only

Front & Back Covers, it will add a blank page at the front and back of your document and

Plex

2-Sided / Short Edge Flip the paper will turn blue to make you aware of the need to make a choice of paper color

p— and which sides of the cover you want printed on. Once you chose the Print options you

want, Inside, Outside or Both sides, the preview will change from blank pages to your

Binding documents first and/or last page.

Folding & Punching If you click on, Configure Front and Back covers separately (for side stapled books, not

folded booklets where you have one sheet as the cover that folds to make both the front

her (not shown)
other nothou) and the back cover), the options window will expand and you will need to check the box if

you want a Front cover AND IF you want a back cover. Choose your paper, remember, a

Special Instructions (not shown)

ccccﬂﬁﬂmo

thicker cover is an INDEX or COVER stock paper. Bond is thinner.

Additional options are available by right-
clicking on pages in the Preview, Scroll
View; and Grid View.

Front cover [
Paper ‘ﬁ |0 Bond 20Lb USLetter White r

Click here for more help
Blank Cover Print on Inside Print on Outside Print on Both Sides

Back cover []

Paper giJl (O Bond 20Lb USLetter White v
Blank Cover Print on Inside Print on Outside Print on Both Sides

You will have blank pages added to your document unless you choose a print on INSIDE,
OUTSIDE or BOTH SIDES. You may want to choose Blank for the back cover so that you
have a blank back cover added.

Some teachers may want a blank cover, bond as the front cover to hide test questions for

timed exams.
Your Preview will adjust to show your options once you click on the Close button.

BOOKLET WITH COLOR COVER, BLACK &
WHITE INSIDE PAGES

SIDE STAPLE BOOK —COLOR COVER, B/W INSIDE PAGES

If your document is a booklet, when you Output should be B/W, then hover your cursor over the front
click on Covers , you will see the option box cover page, right click and choose “Change to Color”. Do the
for B/W Booklet with Color Covers. same for the back cover page.

Covers

Paper gl (O Color Copy COVER GLOSS 11 X 17 White v

Change to Color

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

Back Print Sides (7) Blank Cover (O PrintonInside () Print on Outside
@ Print on Both Sides

Blank Pages... »

[] B/W Booklet with Color Covers

If selected and the item is configured as a booklet with a Color Output Type and covers,

Change Covers

W (&

the covers will be printed in color while the rest of the booklet will be printed in Black and
White.

| Close |



 Print Options - Example.pdf

Quick Sets

i= Clickto select from a list of
1-Click Print Options

Booklets

Refine Your Print Opti

. Quitput
B/W

Paper
Bond 60Lb 11 x 17 Whitehall

Scaling
L Scale Down Only

@ Plex '
h 2-Sided / Short Edge E,

Covers

When binding is clicked, options will open up that are available based on the

document you uploaded.

Binding

If you upload a two page document, only stapling will be available to you.

So if you don’t see the binding you want, it most likely isn’t available for your

document.

The only binding option
that is not available here
is the Booklet option
which has the pages
folded and stapled in the
middle magazine style.

Refine Your Print Options

None

& Ouput
Color

Paper
Bond 20Lb USLetter White

-

Scaling
i| Scale to Fit

" | Perfect Bind

Plex
2-Sided / Long Edge Flip

i}~

Covers

Folding & Punching Left Edge
- Binding + | Plastic Coil
Other (not snoT T
U I Folding & Punching "
L@ T
Special Instruflons (not shown) o Other (not shown) v Landscape Black Black
Staple
" ) . 5 Special Instructions (not shown)
Additional options arefavailable by right- . 7 n I
clicking on pages in the Preview; Scroll
View, and Grid View. Additional options are available by right- 1
clicking on pages in the Preview, Scroll n
Click here for more hel gl Single Portrait  Single Landscape  Dual Portrait  Dual Landscape
Click here for more help Tape Bind
Left
Collation

Folding and Punching

This option will be visible only if your uploaded document can be folded or punched. If you are looking for 3 hole
punching on a booklet (usually for a planner) this option is found in the “Other” menu.

o Folding & Punching '
U Other (not shown) '
U Special Instructions (not shown)
Folding
Additional options are available by right- — e T
zlicking on pages in the Preview, Scroll
/iew, and Grid View.
Click here for more help
Single_F;ld Z-Fold Brochure Fold Letter Fold Double Parallel Fold
Punch
e . .
L]
L]
Top2 Left3 1 hole upper left




« Print Options - Example.pdf

Quick Sets
igz=) Clickto select from a list of
1-Click Print Options

Booklets

Refine Your Print Options

& ouput
B/W

Paper
Bond 60Lb 11 x 17 Whitehall

Scaling
| Scale Down Only

@ Plex
J 2-Sided / Short Edge Flip

Covers

Binding '
Folding & Punching '
L3

Special Instructions (not shown)

Additignal options are available by right-

( Special Instructions

Item 3

Graphic Arts M:
1 Page
11.00x8.50 Incl

Click the image
Select your prin

Your Selected Print Options

i Preview / Change Optiol

Other Notes try .

N\

Other

Other Finishing Options - Example.pdf

[l Grommets
In Units of

[[] Cutting
In Units of

Padded
In Units of

Fold and Stuff in #10 Envelopes
In Units of

Trimming
In Units of

3-hole Punch for Planners

PDF file creation
In Units of

Transparency Cover

Slip Sheet Separator Sheets
In Units of

Perforation

You can place any special instructions
here and it will also show up on the item
order page in the Other Notes section.

Some Examples are:
100 note pads/50 pages each
Please print 46 X 72

Please adhere to corrugated plastic sheet/

Once you have completed all your options, make sure you preview ALL the pages in

your document before you click on “Done With Print Options”.

Use the arrows under your proof image to click

through your pages OR

Use your mouse to turn pages.

Grommets—used for banners, typi-
cally in units of 4 unless you want
more to support the middle of a larg-
er banner.

Cutting—If you are cutting give

us the number of pieces that you will
have after the cuts. Soifitis halfa
page it would be units of 2.

Padded—this is the glue that is used
to make notepads. Tell us how many
sheets you want in each pad.

Fold &stuff—place how many page
we are stuffing? If your
document is 2 pages it is 1000.

Trimming—For “Bleeds” or cutting
the white margins off the edges of a
print. Put 1in Unit field.

3 Hole Punch for Planners —just a
check mark.

PDF—Just a 1 as it is a single set up
charge.

Transparency Cover—If you want a
protective cover on your coil bound
book.

Slip Sheet Separator Sheets—a color
sheet of paper that separates a NON
collated stack of prints. If you want
100 copies, separated into sets of 20,
you would put in units of 20.

Perforation— To help with

tearing a sheet at a specific areaon a
print. Used typically for

tickets.

Click on single Arrows to turn pages

jumps to the first page

| <

Turn pages with the mouse by left
click & holding on the right side page
while pulling towards the left. Like

turning a page.

jumps to the last page

bl

Once you are satisfied with the proof,
click on “Done With Print Options”
button to return to the item list page.




Back at the main screen you will want to put how many copies of the document you want

into the Quantity field.
J/Cart

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

Order name test

Item 1

Example.pdf .~
2 Pages
8.50%11.00 Inches

Click the image to review the proof.

Your Selected Print Options

ﬁ Preview / Change Options

Enter special instructions for this item.

Shipping Information

Diane Negrete
Print Shop
Business Manager
Clovis Unified School District

SELECT

CartID 27117

Order Estimate $5.00

Continue Shopping
$0.05

quantity [T

Select your print options, then click Preview to review this item prior to ordering.

Print B/W, 2-Sided, Bond 60Lb 11 x 17 Whitehall, Scale Down Only

Add Address

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

~ Select a Shipping Method

w

Print Shep

1690 David E. Cook Way
Clovis, California 93611
DianeNegrete@clovisusd.k13fc

Delivery Estimate
Friday, June 09, 2023

Ordered Items
1 Example.pdf

Quantity

Billing Information

Diane Negrete
Print Shop
Business Manag
Clovis Unified Sghool District

Print Shop
1690 David E.JLook Way
Clovis, Califgfnia 93611

DianeNegreje@clovisusd.k12.ca.us -
Add Split

Enter billi

Next choose your shipping date
by clicking on the calendar and
then choose the shipping

method. Either Hold for Pickup
or Ship via Warehouse.

You can enter special delivery
instructions such as, RUSH deliveries.
Please email or call the Print Shop

to advise of a RUSH order.

instructions for this order

Start a Nejv Cart

Order Estimate $5.00
Click the price to view the cost details

Select Billing Cgdes for Payment
Tyler Munis Bffdget String |

| [50 [%

Total Split Percentage 50%
lick the 'Add Split” button to add more Account Cod

Continue Shopping

Make sure your budget string is accurate and complete using
571040- object code (430099- for reimbursable accounts &
575040- for self funded sites) hyphens—, & the 5 blank spaces
between subfund and fund (ie. -60001- -01)

SPLIT FUNDING—You can click “Add Split” button and another
budget field will open up. Place the second budget number in
that field and put the percentage of the cost you want posted to
each budget. NOTE—The percentage boxes MUST total 100%
(50%/50% or 70%/30% or 60% 40% etc.)



This page also has a Trash can to delete the file or you can upload a newer version by clicking on the
“Replace File” button. Remember to always preview the new order item by clicking on “Preview/Change
Options” to make sure you know how the document will look.

1/ Cart

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

Order name test

Item 1

Example.pdf
2 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 Selected Print Options Print B/W, 2-Sided, Bond 60Lb 11 x 17 Whitehall, Scale Down Only

TQ Preview [ Change Options

Enter special instructions for this item.

Shipping Information

Diane Negrete /" Select a Shipping Method

Print Shop | SELECT ~ |
Business Manager -

Clovis Unified School District Delivery Estimate

Print Shop =
1690 David E. Cook Way Friday, June 09, 2023
Clovis, California 93611
DianeMNegrete@clovisusd.k12.ca.us Ordered Items
1 Example.pdf

Billing Information

CartID 27117

Order Estimate 5$5.00

T | ReplaceFile | | Continue Shopping |

Unit Price $0.05

Quantity [T

Add Address

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

Quantity

Order Estimate $5.00

Diane Negrete v
Print Shop Click the price to view the cost details
Business Manager HIH
Eth T B e Select Billing Codes for Payment
Print Shop Tyler Munis Budget String | | [50 %

1690 David E. Cook Way
Clovis, California 93611
DianeMegrete@clovisusd.k12.ca.us

Total Split Percentage 50%
| Add Split | Click the 'Add Split’ button to add more Account Codes for split billing.

Enter billing instructions for this order

Start a New Cart |

| sELECT v f o

Before starting a new cart, would you like to save the contents of your currerff cart?

| Cancel | | No, Don't Save ‘ | Yes, Save |

If you click on Start a New Cart, you will

be given the option of saving the contents
of your current cart before a new cart
opens up. If you save the contents you
can access the cart by the front page
“Orders” link.

| Continue Shopping | _

1 ~

Once you have completed

“Continue Shopping” button,
which will take you back to
the upload screen. You can
now upload a new file for
inclusion on this order. Each
order is allowed a maximum
of 5 items per order.

this item, you can click on the

Once you are ready to
submit, click on the red
“Place Order” button

located at the bottom.

After you submit, you will
receive an email with the
order receipt.



CHECK STATUS OF AN
ORDER

ORDERS—MANAGE
FILES LINKS

REJECTED JOBS



How To Check On My Order Status

Click on Orders link located just under the Clovis Unified apple and books logo.

s UNIFIED

»—‘-__.’;__/‘_,.(, SCHOOL DISTRICT

_
PRINTING MADE EASY

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

& CLOVIS

Upload a File Search Catalog My Files Special Orders
Search catalog by description for items to Search your personal file cabinet for items Order custom prints from a hardcopy, CD-
order. to order ROM, etc.

TR ‘_\

(i )

Drag files here or click to browse | [ |

Advanced Search Advanced Search

Go Go | 6o |

A list of your orders will open up. Under the Status column, you will see what stage of the process your
jobis at.  You can also click on the Reorder button to the right if you want to order another of the
same item.

—
.--—--._!__/__:;"' SCHOOL DISTRICT
e

K—-___:-_J-._—

Orders Manage Files w
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 | search | | Clear |

Status | All v Createdfrom [ | Rows Per Page |100 v |
Order name | |
Item | | Account Code | |

Order Name Order # &/ Created Sending to Status

BHS Schaol Of Rock 31562 03/19/2024  Diane Negrete Production | view | | Reorder |
PEO Yearbook 31474 03/12/2024 Diane Negrete Completed View | | Reorder
22 Soroptimist Program 31186 02/23/2024  Diane Negrete Completed | View | | Reorder |
Susan Rutledge Invites 30923 02/03/2024 Diane Megrete Completed View | | Reorder
22 Soroptimist Program 30740  01/24/2024  Diane Negrete Canceled | View | | Reorder |
socceer 30632 01/18/2024 Diane Negrete Canceled View | | Reorder

You are given the option of uploading a new file once the order has regenerated a new order.

CIUSH NS SUSEI NUNTUYS YIS wrus cownas guaww
Item 1 fiii | Replace File | I Continue Shopping |

REVISED 2020 dibi-handouts 1.pdf .~ Unit Price $2.85
28 Pages




REJECTED JOBS

£ Reply (€2 Reply All (3} Forward

M0 AM

If there are questions or problems with a job

Mon 6/19/2017

that has been submitted to the print shop, the .
) o o Y graphicsarts2@cusd.com
prlnt ShOp technician will “REJECT “ the JOb' Order 2537 06/19/2017 from RSA WebCRD has been rejected
You will receive an email that will give you a To Disne Negrete
notation about why the job was rejected. Bing Maps

Order 2537 06/19/2017 from RSA WebCRD has been rejected.

Do you want all the pages two sided??

You may log in to review this order and take the appropriate action.

RSA WebCRD

In order to fix and resubmit the job, log into your online account. You will see a rejection notice in red to the left of
your cart. Click on the Rejections link and a Rejected Order window will open up showing you a list of rejected jobs for

you.

Urdering

Y

) CLOVIS

L.=—-T.,»/ SCHOOL DISTRICT

REJECTIONS[1] W  CART[1]

Orders Manage Files

PRINTING MADE EASY

Orderina from Document Services has never been easier. Upload a File from vour deskton.

In order to make the adjustments needed, click on the Modify button, which will open up the familiar job ordering
page. You can then either make changes or even upload a new file if necessary. Once you have fixed the problem and
proofed the document, you may now resubmit the job for production by clicking on the red Place order button at the

bottom of the page.

Rejected Orders

These are orders that were rejected by an approver or the print center.
Modify the order to make adjustments as necessary and then place the order again.
Order Name VA Order # A Created VA Sending to Status Vi

Order 2537 06/1%/2017 2537 06/19/2017 Diane Negrete Rejected
[1-1] of [1]



CATALOG
ITEMS

Where you order:

Bulk Blank Paper Reams
Business Cards
Elementary Curriculum
Envelopes

Form Bank - Compliance Posters District Calendar  Phone Pads

District Yearly Motto Materials
Items Departments have asked us to place for easy
ordering

Non-Print Items—

Luggage Tags Corrugated Plastic Sheets A Frame Signs H Stakes
Grommets & Banner Up Corner Hangers



CATALOG ITEMS

The Catalog is where you go to find items that are already in the system and you do not need to upload afile.

To access the Catalog, click on the Go button under Search Catalog.

/;"'SUHIIII.D

-'-‘%? SCHOOL DISTRICT
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Orders Manage Files

PRINTING MADE EASY

Ordering from Docum2nt Services has never been easier. Upload a File from your desktop,
search for personal items in My Files or search the Catalog.

Upload a File Search Catalog My Files Special Orders
Search catalog by dest ription for items 1o Search your persenal file cabinet for items Order custom prints from a hardcopy, CD-
order. 1o order ROM, etc.
— T
—
Drag files here or click to browse | [
Advanced Search Advanced Search
c c

_haLovis

& 1 FIED

/
Orders Manage Files

HOOL DISTRICT

Select By Workgroup

Browse for items by selecting a Workgroup, or search for items
Click Home to select items outside the Catalog.

Search |
Show Advanced Search Criteria

Workgroup

Bulk Blank Paper
Business Cards
Cultural Posters
Elementary Curriculum
Envelopes

Form Bank
Inside/Edge Practice & Assessment Books
Mon-Print ltems
Pesticide Cards

Yearly Motto Materials

The catalog list will open up allowing you to choose the item type
you are looking for.
You can choose from the following:

Bulk Blank Paper—paper you can purchase by the package and
use your own printer.

Business Cards—Here is where you fill out what you need on
business cards. NOTE: Clovis Unified is the only business card
style available. You cannot create you own school site business
card.

Cultural Posters

Elementary Curriculum

Envelopes— Most sites have their envelope uploaded into the
catalog for easy ordering by the box of 500.

Form Bank—Forms and other district wide items like the district
3 month at a time Calendars.

Non-Print Items—Plastic A Frame signs, H-Stakes for Yard Signs
Corrugated Plastic Sheets, luggage tags etc.

Yearly Motto Materials—Table Centerpiece mats etc.

We hope to expand this in the future to include

Thank You Cards, Birthday Cards, etc.



Once you click on a link, such as "Blank Bulk Paper" (example below), you will see items that are available to order.

Click on the QTY drop down arrow and choose the quantity you would like to order, Click Add to Cart and the items with
their cost will be added to your order. Click on your red CART to return from the catalog to your order for approval and
processing.

B CLOVIS

— UNIFIED
—

;_—_‘--_:é’_ff? SCHOOL DISTRICT
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Orders Manage Files w

Home > Catalog > Bulk Blank Paper > All Folders

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.

ltem Search
Search | | Rows Per Page

Show Advanced Search Criteria Sort By | item MIE

100 sh Ltr. Blank Color Copy Cover $10.50
100 letter sized sheet blank white color copy cover used for color certificate printing. ’

Proof Not Available More Details Utb’

Located in Bulk Blank Paper / Bulk Paper

100 sh Ltr. Blank Gloss Color Copy Cover $12.00
100 letter sized sheets of coler copy gloss paper for photos or certificates. ’

Proof Not Available More Details Oty

Located in Bulk Blank Paper / Bulk Paper

11 X 17 60 Ib White Bond- 1 ream 500 sheets
500 sheets blank

Proof Not Available aty[ ]

Located in Bulk Blank Paper / Bulk Paper

8.5 X 11 Bond Orchid 20# - 1 ream 500 sheets
500 Elank Sheets

$15.00

$15.00

Qty [ ]| Addto cart

Located in Bulk Blank Paper / Bulk Paper

Astro Brite - Cosmic Orange 65 Ib COVER - 1 ream 250 sheets
250 sheets blank

$15.00

o[ )

Located in Bulk Blank Paper / Bulk Paper

Astro Brite - Gamma Green 65 |b COVER - 1 ream 250 sheets
250 sheets blank

$15.00

Qty[]| Add o cart

Located in Bulk Blank Paper / Bulk Paper
Astro Brite - Lunar Blue 65 |b COVER - 1 ream 250 sheets PO




For Business Cards, click on the link, then choose the business card of your choice. The top two are advertising cards
for drama productions. The bottom two are the one you will use for CUSD Business Cards. Choose whether you need 1 line
for the Title or 2 lines for the Title.

Roles » Proxy Home | My Account | Help | Logout

H CLOVIS

UNIFIED

—
K.___:—-&,ﬁf? SCHOOL DISTRICT

_—I

Orders  Manage Files »

Home = Catalog > Business Cards = All Folders

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 | | Rows Per Page [100 v|
Show Advanced Search Criteria Sort By |Item v[az v
Business Card Sized Advertisement- 2 sided $0.06
This is typically used as a handout for Drama Production Advertising. ’
Proof Not Available More Details Oty|0  w|| Addtocart
Located in Busi Cards / Busi Cards
Business Card Sized Advertisement-1 sided $0.0295

This is typically used as a handout for Drama Production Advertising.

More Details Qty| 0 v|

Located in Business Cards / Business Cards

Editable Business Card w/ 1 line title $0.03

Business Card
‘Configure

Located in Business Cards [ Business Cards

Editable Business Card w/ 2 line title $0.03

Business Card 2

Located in Business Cards / Business Cards
[1-4] of [4]

Add All to Cart

Fill in the information fields for your business card, click on update preview and double check everything in the proof that
is visible on the right. If all is good, choose your requested amount from the drop down and click on “Add to Cart “button.

Configure Template - [Business Card] Editable Business Card w/ 1 line title

Form Fields Preview

Current Mode: Interactive
Name (CAPS) [EMPLOYEE NAME | Vi
| 4 CLOVIS
Site/School (CAPS) [CLOVIS ELEMENTARY | 0 B

Address, City, State Zipcede [1212 Clovis Way |

EMPLOYEE NAME

Phone/Fax [550.327 XXXX FAX 559.327.9XXX__ | Principal

| CLOVIS ELEMENTARY
1212 Clovis Way

| 55032730000 FAX 559.327.900(
employeenamecusd. com

Email [employeename@cusd.com

Website (Optional) |

Requested |250 v

Proof

From Contacts | |Updmpmi=w|

| Cancel | | Save for Later | | Add to Cil




To order Envelopes, click on the envelope link, then scroll down to find your sites envelope that has already been

uploaded into the system. The envelopes are sorted by type and size. Your site may not have ordered some of the sizes

before and in that case you will need to contact the Graphic Arts Department to get a new template uploaded into the

system for ordering. Most announcement envelopes are ordered blank for printing or putting on address labels at the site or

department. Regular #10 Envelopes are the most popular so for this example we will click on that link to see the envelopes

in that catalog area.

Folders

10x13 Catalog Envelopes

6.75 Remit Envelopes

6x9 Catalog Envelopes

A2/ A7/ AB Announcement Envelopes

Regular #10 Envelopes
Regular #9 Envelopes

Window #10 Envelopes

You must order full boxes of envelopes. The drop
down will only allow you to order the number of
envelopes that these come in.

The top envelope is an Editable envelope which
you can click on the configure button to type in
the details that you want on the envelope.

The rest of the envelopes are the sites and
departments listed alphabetically.

Click the drop down to order the number you need, click Add to Cart and then go to your cart to proceed with the order

process.

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.

Search |

Show Advanced Search Criteria

1. CUSD #10 Regular Envelope Editable.pdf
#10 Envelope
Envelopes in quantities of 500

Located in Envelopes / Regular #10 Envelopes

Administrative Services #10 Regular Envelope
Envelopes in quantities of 500
More Details

Located in Envelopes / Regular #10 Envelopes

Alta Sierra #10 Regular Envelope

Envelopes in quantities of 500
More Details

Located in Envelopes / Regular #10 Envelopes

Alta Sierra Library #10 Regular Envelope

Envelopes in quantities of 500
More Details

Located in Envelopes / Regular #10 Envelopes

Benefits #10 Regular Envelopes

Envelopes in quantities of 500
More Details

Located in Envelopes / Regular #10 Envelopes

Boris #10 Regular Envelope

e Envelopes in quantities of 500
More Details

Search | | Clear

Rows Per Page |100 v
Sort By |ltem v ALZwv

$0.0550

Configure

$0.0550

Qty | 0 Add to Cart

<

$0.0550

Qty 0 v || Add to Cart

$0.0550

Qty | 0 v || Add to Cart

$0.0550

Qty 0 Add to Cart

<

$0.0550

Qty | 0 v || Add to Cart



The Non-Print Items area of the catalog is much the same as the Bulk Paper area. Simply click on the link, then scroll

through the items available.

finish your order and submit.

Choose the quantity that you want to the Qty Field and add to your Cart. Go to your cart to

A CLOVIS

NIFIED

— SCHOOL DISTRICT
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Orders Manage Files

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

w

Home > Catalog > Non-Print Items > All Folders

Search |

Show Advanced Search Criteria

Proof Not Available

A-Frame Sign 18x24 White

A-frame sign holder ONLY. Does not include printed sign sheets.

Located in Non-Print Items / default

A-Frame Sign 24x36-White

A-frame sign helder ONLY. Does not include printed sign sheets.

Located in Non-Print Items / default

BLANK Corrugated Plastic 18x24
This is for blank plastic sheet anly. NO PRINTING.
More Details

Located in Non-Print Items / default

BLANK Corrugated Plastic 24x36
This is for blank plastic sheet only. NO PRINTING

Located in Non-Print Items / default

BLANK Full Size Corrugated Plastic Sheet
48 ¥ 96 sheet to use with over sized adhesive prints.

Located in Non-Print Items [ default

Banner Up Adhesive Grommets

You will need to order 4 to use on each corner of the banner.

Located in Non-Print Items / default

| search | | Clear |

Rows Per Page 100 |

Sort By | ltem ~||AZwv|

$37.00

Y — T

$89.00

Y —TTY

$1.90

o —| T

$2.00

Y —TTT

$5.00

Y —TY

$0.60

ay[ [ Adasocen]



SPECIAL
ORDERS
SECTION

For Ordering



SPECIAL ORDERS SECTION

At times, you may have an item that is too large (document file size) to upload into the online system. When this
happens you still should create an order online using the Special Orders section. From the front page, click on the Go
button under Special Orders.

5 CLOVIS
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-"-‘--_—J_._d-/-" SCHOOL DISTRICT
—

Oriers - anageFes N T

PRINTING MADE EASY

Ordering from Document Services has never been exsier. Upload a File from your desktop,
search for personal items in My Files or ==arch the Catalog

Upload a File Search Catalog My Files Special Orders
Search catalog by description for items to Search your persenal fuo cabinet for items Order custom prints from a hardcopy, CD-
order. 1o order ROM, etc.

==

b 3

Drag files here or click to browse | [

Advanced Search Advanced Search

Go Go Go

A typical order window will open up however, you will notice that a proof of the item is not available, because a file
wasn’t uploaded. After naming your order, you will also need to name the Special Order Item. Most importantly,

you will need to specify the number of pages in your document/job. If it is a poster, it will be 1 page. If it is a docu-
ment, you will need to count all the pages, NOT THE SHEETS OF PAPER. If your document is 2 sided, then you would
count each side of the paper that is printed on. Don’t count on the page numbers in your document, many times

the table of contents and the cover page, plus any section dividers are not counted in the books page count.

Click on the Pages Please Specify link to add the number of pages. Then click on Preview/Change Options to make
your paper and print selections. Process as usually and email “All Graphic Arts’ with the order number and infor-
mation on how you will get the file to them.

__J_(_% CLOVIS

/ UNIFIED
--—--:::____.-?- SCHOOL DISTRICT
K_-.__-'::i-___—__,.-—

L/ Cart
Select print options, quantity per recipient and billing information. Click Place Order to submit your order. CartID 32665
Order name test Order Estimate $5.00
Item 1 'ﬁT Replace File | | Continue Shopping
Special Order ter _~* Unit Price $0.00
ages Please Specify Quantity 1 |
Liiua e anik 10 enter the number of pages in your document and then select print options to calculate a price.
Proof Source |Hardcopy W
n_Ot Please select the source for your item. Provide additional information in the item instructions below.
available
Requested Action | Copy Only hd
Please select the reguested action for your item.
Item Instructions Please Specify
Click to enter any details necessary to fulfill this special order item that will persist when you reorder this item.
~our Selected Print Options erint B/W, 2-Sided, None, Scale Down Only

:\.\\ Preview / Change Options



NCR
FORMS



We print NCR, Non-Carbon Required in 2 Part, 3 Part, 4 Part & 5 parts. Parts means the number of copies you
receive in each form once glued together. Top sheet is always white and various color sheets are the copies below the
white sheet.

NCR is printed in full reams only. A ream of paper (not cover stock) is 500 sheets. For 2,4 & 5 part NCR you will order
by 500, 1000, 1500, and continue in increments of 500 based on the number of forms you need. 3 part is just one

sheet more since 500 isn’t equally divisible by 3. So for 3 part NCR you order by 501, 1002, 1503 and continue in

increments of 501 based on the number of forms you need.

Order NCR in sheets for online work order system using this guide:
2pt NCR (You get 250 full page forms) order 500 sheets/ream
3pt NCR (You get 167 full page forms) order 501 sheets/ream
4pt NCR (You get 125 full page forms) order 500 sheets/ream

5pt NCR (You get 100 full page forms) order 500 sheets/ream

Remember, if your form is smaller than an 8.5 X 11 sheet, and we dupe (duplicate) the form 4 on a sheet, you will need
to also calculate that into how many you order. You will factor this information in when you order the number of

sheets. For example:
You have a form that you need 700 copies of. Itis a 3 part form.

It is only 1/4 of a page so there are 4 up on the original, like this,

You have to order a full ream, 501 copies. 501 divided by the 3 parts will give you 167 FULL SHEET forms. When you
multiply the 167(full sheet forms) X 4 (4 on a page) = 668. 668 is the amount of forms you will get when you print one full
ream. You will will need to order 2 reams to get the 700 forms. On the online section where you put the quantity
you want, you will put 1002 (2 ream page count) as shown below.

tem 1 Tij | ReplaceFile | | Continue ¢
Bid Sheet PDF.pdf .~ Usid Price SU.23
1 Page .
8.50x11.00 Inches Quantity |1002

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

Your Selected Print Options Print B/W, 1-Sided, NCR 1sided 3 Part USLetter, Scale Down Only

ﬁ |Preview / Change Options|

nter special instructions for this item. oOther Finishing Options - Bid Sheet PDF.pdf
D Transparency Cover

Slip Sheet Separator Sheets

If your NCR form needs to be cut, you will need to go into your Preview/Change n Units of

Options and choose “Other”, then choose cutting . List the number of units you Cutting

In Units of

get out of a page. If there are 4 forms on the page, put 4 in the field.
Padded
In Units of

Trimming
In Units of

Banner Up Hangers (Qty. 4)
3-hole Punch for Planners

Close




CANVA

. Online printer that offers a design
software that is free for district
employees.

BEWARE THERE ARE SOME TIPS THAT ARE A MUST
FOR PRINTING SOMEWHERE OTHER THAN
THROUGH CANVA 111




CANVA

VERY IMPORTANT
WORD IS A DOCUMENT PROGRAM NOT A DESIGN PROGRAM.

Because you need to create a poster, banner or sign the size it is meant to be
printed, you must use a design program like Publisher, Adobe In-Design or an
online program like CANVA. These programs allow you to create a page size that is larger than

than your printer can print.

BELOW ARE VERY IMPORTANT THINGS TO REMEMBER WHEN WORKING WITH CANVA.....
1. Toggle to view important items, like page size on your document work space. Do this by

clicking on File, Settings, Show Rulers and Guides. You might also benefit from showing the margins and
the print bleed. A BLEED print means that there are NO WHITE EDGES around the poster, banner etc.
(More information on Bleeds in the next few pages and later in the “Document Set Up” section.)

File W Resize & Magic Switch S = &

Untitled design - Poster (US) & Position
ane Negrete = 18in = 24in
[j' Create new design
(3 Import files
@} Settings > Show rulers and guides Shift+R
Add guides
Q) Save All changes saved
B3 savetofolder Show margins
|T:| Make a copy Show print bleed
2 Download Show Template Assistant
@ Version history Video playback quality
Q View all comments Check design accessibility
Find and replace
Q text CirieF @ Language

[ open in desktop app

() Help

H™F. W .



2. YOU MUST CREATE YOUR ITEM THE SIZE YOU WANT TO PRINT. Do not make a letter

sized poster and want it to be scaled up to a 24 X 36 poster. To size your document, click
on RESIZE and go down to custom size.

Google E smartkind Express .. o5 R5A WebCRD - User...

3 Machines .n Budget Finance Sup.. ) Hub - CUSD Munis... \5 Incident Reports - C...

File W Resize & Magic Switch =) = (%)

Positii

4 New

%i’ Translate

= - Transform into Doc

(@) Resize

- M Instagram Story

— 1080 = 1920 px

= | Instagram Post (Portrait)

— 1080 = 1350 px

| Facebook Post (Landscape)
Browse by category
tt Custom size
g B social media

@ Print products

Put in the size you want your project to be. Below
we see the Width is 18 and the Height is 24. Since
s the Width is smaller than the Height, it will be a

Portrait oriented poster.
>

24 X 18 would be a Landscape oriented poster
Seeall

and should be used for an H-Stake Yard Sign.

¥ Resize & Magic Switch S Q| &

The print shop has a specified cost for the

common sizes, listed in the boxes

that should fit most of your needs:

A ¢ Custom size
>
Width Height
>
(]| 18 24 in )

below,

These sizes are printed on the Xerox
devices using pre-cut sheets and are
the cheapest to print. Both sizes are
under a dollar each.

11X17 12X 18

These sizes are printed on our Canon Wide Format printers
using materials that come on a roll. They are more expen-sive

due to the higher cost of the paper and the type of toner.

POSTERS 18X24 24X36 BANNER 36X 72

If you have a 16 X 20, you can choose the 18 X 24 and ask for it to be cut to size.
If you have a 24" square item to print, you can choose the 24 X 36 and ask for
it to be cut to size.

If you have If you have a larger custom size, like 40" X 144", you will need to choose a Roll Paper
from the list of available paper. Our paper rolls come in the sizes below.

24” 36” 42" 60"




3. Make sure any text or images are not right on the edge of the document.
You should have a generous amount (.50 inches) of background around the top, bottom
and sides. If text or images are on the edge, there is a good chance the item will be cut
off. Especially, if you are asking for a document to bleed around the edges.

In graphic/print design, a bleed is when the image, background color or other design
element extends past the final trim size of a document or image. This ensures that
when the document is printed and trimmed there is no white paper margins around the
edges of the finished product.

In the images below, on the left is the printed item

Below is an example of a bleed item with margins that allow you to cut into the printed
and the yellow highlight shows where area so that you do NOT have a white margin. On the
items will be cut off if they are not right is the same print that is NOT a bleed and you can
moved to the right more. For the see the white edge around the document.

flower and the leaf, it might be OK to

cut off a bit but, for the Definition =
Paragraph, you would cut into the
wording.

BLEED NO BLEED

Example Example

THE COLONI
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beginning of American |
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e e In the images below, you can see in the different
:r..:r:m:._w: 2 i‘:;l‘i:lu( . .
e margins (Bleed Area, Trim Edge & Safety Zone) that
beyand the paritan Hier

of writing that grew frol

bexts undtes Amarica 2z should be followed to make sure the text of your

SepErats foom Engiish Iy

DEFINITION document is not cut away.

Coianial literatars mastly consisted of practical and stralghis
ihe first European settlers that were historical or rellgious In
srfusnced by Sritisn wrtters, Many facused on relipln, pali By
the Eevolutionary period, the Iieratare Tedscted 3 new fascir [ g
freedam. By tha start ofthe 18005 2 truly American Mieraturs —— Bleed Area
American socigty and the American landscaps In 2 new and o

-—m - Trim Edge

IR e ——— Safety Zone
MHEMES & CHARACTERISTICS

ng thie calonial ara, much of tha writing had 2 pra
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ng to educate readers or spire action. Although
Wwas used extensively Muring this persad, othar ta
1ded poems, [ournals, letters, hlographies, memalr
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by texts reflected the ddea that ambition and hard 1
#Hal bo happingss. Other commen themes of calon
ature, pardcalarty after the Revolutianary period
leles, community, wndty, Hoerey, and squality.




4. Create a pdf of your project and use these specific settings to make sure you get the
best quality print possible.

Print with Canva T, Share
(LN}

Click on the share button found

People with access Edit

on the top right corner of your

Add people, classes, or your school

Canva window. 0-
Then go down and click on Collaboration link

Download. (@ oOnly you can access v
o a
relogin @ Covid Testing Site » [ All Bookmarks
Assignment Microsoft Remind
ter (US) D + i P PrintwithCanva T Share Clas Teams
< Download s Download >
File type
@ e ] Choose PDF Print
& Then make sure you check the Flatten PDF box
& Change the color profile from RGB to CMYK
Best for complex images, illustrations /

D PDF Standard

Best for documents (and epa#ng)

+ I BB PrintwithCarva

PDF Print
5

Best for printing

B 2 i Hpwnload
=

Flatten PDF @)

(] Include notgg ®

Color profile
. o
You mlght want to check the “Save CMYK (best for professional printing) e
download settings” box for future
Preferences

products. Save download settings



The default and/or suggested export file type in =" & <<=« » O At
Canva is a png which is an image file. Animage FEEIESRETERE R B (& share

file does NOT have a set size. Typically images < Download

are “placed” into a document file for printing, File type

then sized as need to fit the document. A jpgis \EWG M \

also an image file so the same rule applies.

B
These file types should not be uploaded in the - y
print shops online system as it will not calculate

D PDF Standard

the prices correctly since there is no discernable
number of pages for the image files.

For printing, we want a pdf file :) B

MP4 Video

@ G‘F
A few details/tips about image files.

Jpg and png are the most common image files people use. The biggest difference
between the two formats is size. Jpgs are smaller files so they will populate on a web
page quicker than a png file. Also most viewers support jpg files.

In printing, many choose to use a png file for the ability to have a transparent back
ground. Have you ever found a perfect image yet when you place it on your document
there is a big white square behind the image? That happens with jpgs but png files can
have a transparent background. (see sample below)

PG PNG




WIDE
FORMAT

. Sizes that are LARGER than 12 X 18.

. Banners

. Posters

. Printing for A-Frame Signage

. Printing for Yard H Stake Signs

. Floor/Window Adhesive Signs

. Back Drops for Drama

. Back Drops for Assemblies/School/
Military Signing Events



WIDE FORMAT PRINTING

VERY IMPORTANT
FOR WIDE FORMAT PRINTING, YOU MUST CREATE THE FILE THE SIZE IT IS TO BE PRINTED.

DO NOT CREATE A LETTER SIZED DOCUMENT AND EXPECT IT TO BE ENLARGED TO A
POSTER OR BANNER SIZE

IF YOU ARE WORKING WITH A PHOTOGRAPHER OR A GRAPHIC DESIGNER TO MAKE YOUR
BANNER OR POSTER...

1. MAKE SURE THEY CREATE A PDF FILE FOR US TO PRINT FROM.
2. MAKE SURE THEY KNOW TO MAKE IT THE SIZE YOU WANT IT TO PRINT.
3. MAKE SURE THEY KNOW IF THE POSTER IS GOING TO BE PORTRAIT OR LANDSC APE.

JPG/PNG/TIFF ARE IMAGE FILES. THEY DO NOT HAVE A SPECIFIED SIZE HOWEVER, THEY
WILL ONLY ENLARGE TO SPECIFIC SIZES. SO IT IS IMPORTANT THAT THEY CREATE A PDF OF
THE POSTER OR BANNER YOU WANT TO PRINT.

e If they give you an image file, jpg/png/tiff, you will have to put (insert or place) this image
into a document and size it yourself to export to a pdf file for us to print.

. S UNIFIED
—_— TR

t.-—-..:_'..n-_______.-- SCHOO
First upload your file. e ——
If the files is too large to upload into the online
Ordering fromr
system, you may need to create a special order
Upload a File Searcl

Search ca
order.

and bring the file in on a memory stick/thumb |
drive or share via an online sharing platform. |

Drag files here or click to browse

Advanced




You can see what size your document is by looking to the right of the thumbnail image.

J/Cart

Select print options, quantity per recipient and billing information. Click Place o submit your order. CartID 32665

Order name test /' Order Estimate $5.00

Item 1

T —

Unit Price $4.25

TENNIS 18x24 post
1 Page

| 24.00x18.00 Inches Quantity

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

Your Selected Print Options Print Wide Format, 1-Sided, 24 X 18 Glossy Poster, Scale Down Only

11 Preview / Change Options

Enter special instructions for this item.

Click on Preview/Change Options. The system should automatically recognize that it is a

wide format print and that should show as your output. You also should see a proof to the
rightjof your option panel.

« Print Options - TENNIS 18x24 poster 2023.pdf

Print Options Summary Unit Price $4.25 Quantity

Quidk Sets
izl Click to seleg from a list of
1-Click Prinfl Options

Booklets

o

Refine an#’rint Options

&) Output
“— Wide Format

l:‘ Paper
24 X 18 Glossy Poster

[7 Sealing
L1 scale Down Only

I% Plex
1-Sided

Other (not shown)

Special Instructions (not shown)

- ey |
£ 1 !
}f.iﬂ W = 0 |
=y - e " o 3
Wide Format mode: Print options shown #\; < ~ ‘% 8 20
> ge, "o '} 2 AW

— . ’ \
e e S
4 oed
- .®

here are specific to Wide Format . $3
document types. -

- -‘
Click here for more help ! ] ¢

. 2! = -

Refine Your Print Options

Qutput
“— Wide Format

l:‘ Paper '
24 X 18 Glossy Poster

4 Sealin
(11" seate own Only something other than Glossy Poster for your document.

You might need to change the paper, if you prefer

Plex . .

E 1-Sided You also want check the scaling to make sure it looks
Other (not shown) co rreCt.

v

Special Instructions (not shown)

Wide Format mode: Print options shown
here are specific to Wide Format




When you click on the Paper options, a paper window will open that shows you the

available paper for your document size.

Select Paper

Current Paper: 24 X 18 Glossy Poster

Use the filter options below to view the available paper choices.

Color |I:| white "|

Size |24X18

The paper size has been preselected for you.

d

These papers match your color, size and filter options. Click on the paper name to select it. To make

Filters no changes and keep the Current Paper selection shown above, click Cancel.
[J Plain Name Color Size
O Glossy [] 24X 18 Glossy Poster white 24%X18
U Poster [ 24 X 18 Adhesive Roll Paper white 24X18
O Black Ink Poster (] 24 X 18 DuraMatPoly Banner white 24X 18
U wide Format
O Adhesive/Sticker
U Specialty Paper
[J Table Centerpiece
E]wa'terprocn‘
O Adhesive .
O Banner Refine Your Print Options
U sign ‘!. Output !
Wide Format
= yousee Wittte boTgers aroumd e inTage, Tmeans your Paper '
. . . . . 24 X 36 Glossy Poster
picture is smaller than the print size . You can click on the Y
. . . ' Secaling !
Scaling button and change it to Scale to Fit to see how the Scale Down Only
image will look if enlarged. If it is fuzzy, you should print as is Plex '
. . . 1-Sided
and ask for the image to be cut to bleed in the Other options e
. Other (not shown) '
window. Cut to Bleed In Units of 1

Other

o Special Instructions (not shown)

Wide Format mode: Print options shown

W

[J Padded

In Units of

[[J Fold and Stuff in #10 Envelopes

In Units of

Cut to Bleed
In Units of

[J 3-hole Punch for Planners
[C] PDF Creation

In Units of
[] Transparency Front Cover

[] Slip Sheet Separator Sheets
In Units of

[[] Perforation

[J Laminated Pouch 2.5 X 4.25 Luggage Tag

In Units of




If your document is not a regular size, that we have formatted in the ordering system, you
will need to use a Roll paper and designate the size. Below you see the size of the banner
is 48 inches wide by 24 inches tall. (width is always the first dimension)

ltem 1

24 X 48 Transition Banners.pdf /'
_ 3 Pages
48.00x24.00 Inches

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

Print Wide Format, 1-Sided, 24 X 36 Glossy Poste:
Other Cut to Bleed In Units of 1

ﬁ Preview / Change Options

Enter special instructions for this item.

The system will pickup the closest size it has, which in this case is smaller, 24 X 36.

You can see that this item cannot be pulled up to meet the 36 inches without distorting the
image by the wide margin of blank paper at the top and bottom of the preview.

 Print Options - 24 X 48 Transition Banners.pdf Print Options Summary Unit Price $23.00

8 Click to select from a list of "

1-Click Print Options

QX

R
Wide Format
:‘ Paper

24 X 36 Glossy Poster
ﬂ Scaling

Scale Down Only
% Plex

1-Sided

9 Other (not shown)
Cut to Bleed In Units of 1

Select Paper

Current Paper: 24 X 36 Glossy Poster

Use the filter options below to view the available paper choices.

Color |0 white ¥ Size |24X36 v Reset Filters

The paper size has been preselected for you.

o Special Instructions (not shown)

These papers match your eolor, size and filter options. Click on the paper name to select it. To make
Filters no changes and keep the Current Paper selection shown above, click Cancel.

O Plain | [Name Color Size

O Glossy [] 24 % 36 Glossy Poster white 24%36

O Poster [J 24 X 36 DuraMatPoly Banner white 24X 36

[ Black Ink Poster

U wide Format

O Adhesive/Sticker

[ Specialty Paper

[ Table Centerpiece

O waterproof

U Adhesive

O Banner




You will need to click on the Paper opton to the right and when the paper window opens

up, click on the Size of 24 X 36 and go down to choose the 36” inch roll. We can turn the

image when printing and use the 36 inch roll to print.

Select Paper

Current Paper: 24 X 36 Glossy Poster

Use the filter options below to view the available paper choices.

Color Size |24 X 36 v Reset Filters
Any “ reen preselected for you.
These papers match your ¢ USLETTER  jter options. Click on the paper name to select it. To make
Filters no changes and keep the C 24%18 ection shown above, click Cancel.
[ plai Name Color Size
Plain L 24 X 36
(] Glossy ] 24 X 36 Glossy Poste white 24 X 36
36X72
U poster [] 24 X 36 DuraMatPoly white 24 X 36
U Black Ink Poster 24" Roll
U wide Format 36" Roll
0 ) .
Adhesive/Sticker 42" Roll
U Specialty Paper .
(J Table Centerpiece 60" Roll
(] waterproof
U Adhesive
U Banner
O Sign

When roll paper is chosen, you will see the full roll, with your print as a small area in the

middle. Don’t worry you are NOT buying the whole roll unless you are printing multiple

copies. The roll choice will change the price to the square footage cost of the job.




BOOKLETS

. Printed on a landscape sheet & folded
to resemble a magazine.

. Used for programes.

. Must have total number of pages
equally divisible by 4, including blank
pages.

. Half sized 5.5 X 8.5 (8.5 x 11 folded)

(typical for drama programs & award programs)

. Full sized 8.5 X 11 (11 x 17 folded)

(typical for Sports Media Programs, some drama/
dance programs, planners)



Booklets

/ Print Options - Example pdf Your total number of pages MUST be equally divisible by 4. So that means 4, 8, 12,
Quick Sets

ig=) Click to select from a list of .
P9 1-Click Print Optio
|

Refine Your Print Options

6, and so on. If you do not have the correction number of pages, blank pages can be inserted, but
you should put those blank pages into your document so you know where they will be located in
the booklet. When you click on Booklets, the window requests two pieces of information before

— rx

o Output — / Finished Size
B/W
Paper - Gol== Two choices Half Size or Full Size.

Bond 60Lb 11 x 17 Whitehall

Half Size is printed on a letter sized piece of

Scaling
| Scale Down Only . .
paper and once folded, the completed size is

Plex
J 2-Sided / Short Edge Flip

Covers

Finished Size |Half-Size Booklet (5% x8%) ¥

Advanced

Booklet Layout Standard ( JB Pre-Imposed 5 5 X 8 5

category.
Select Pre-Impos
ready booklet fol
Sides select

s | Full Size is printed on a Tabloid piece of paper

utside

e | (11 X 17) and once folded the completed size
is 8.5 X 11.

-
Binding
-

Folding & Punching

'

Booklet Layout—Two options Standard or Pre-Imposed.

[Standard— This document contains at least FOUR pages that are either 5.5 X 8.5 for a half sized booklet or \

8.5 X 11 for a full sized book let. The online ordering software will place each page in the correct order for printing
the pages in sequential order. This is the easiest set up and you will have a preview to go through checking page

_ EEEEEEEE

Pre-Imposed—This document will be the size that the booklet is unfolded and you must put the pages in the

right order so that once the document is folded the pages are in the right order (see diagram to right). Your first
program sheet places the front cover on the right hand side and the back cover on the left. It can get confusing

so we always encourage the standard set up.

Pre-imposed Examples show how the pages are organized. Once
they are printed, nested and folded the page order is correct.

Fold in Middle
Back Cover 1 Front Cover

NOTE: Pre-Imposed will NOT give you a document preview on the

right side of the window.



 Print Options - Example.pdf

Quick Sets
Click to select from a list of
1-Click Print Options
Booklets

o 7

r Print Options

. Output
B/W

- Paper
Bond 60L% 11 x 17 Whitehall

Scaling
Scale Down Only

|
ER

Plex
2-Sided / Short Edge Fj

Covers \ '
Binding \ '

Folding & Purching

Qi)

Other (not show]

Output—Choose B/W or Color If you are going to print a booklet with color covers,,

B&W inside, choose Color and see info below.

Paper Options-THIS IS FOR THE INSIDE PAGES PAPER

Size will self populate to either half sized booklet (8.5 X 11 folded) or Full Size Booklet (11 X 17
folded). 60# Whitehall is the bond interior page paper for booklets if they are B/W.

Choose Color Copy 11 X 17 Bond for a full size Color Booklet or Color Copy Bond Letter for a
half size Color booklet. There is also a Glossy cover choice available for specialty programs.

Select Paper

Current Paper: Color Copy BOND 11x17 White

Use the filter options below to view the available paper choices.

Color | Any | size [11%17 v Reset Filters
The paper size has been preselzcrad for you
These papers match your color, size and filter options. Click on the paper name to select it. To make
Filters no changes and keep the Current Paper selection shown above, click Cancel.
O Plain Name Color size
[ cover [ Bend 60Lb 11 x 17 Whitehall white 11X17
CIner [ Bond 20Lb 11x17 Blue blue 1%17
SGIDSSy [ Bond 20Lb 11x17 Canary Canary 1317
DE:IS:I;DCK [ Bond 20Lb 11x17 Pink pink 1xi7
[l Dnnt Mard Qonnls 71 Rond 201 b 11¥17 Goldanrad aoldenrad 117

Special Instrucfons (not shown)

O 0| 0 0|C

A

Plex —Choose 2 sided Tumble/Short Edge Flip. Turn the pages on the preview example to
the right to verify that it looks correct

COVERS—Pay attention when choosing covers!

—

Plex
2-Sided / Long Edge Flip

e

W

Front and Back Covers [

the colors.

BOOKLET WITH COLOR COVER,

o Covers Configure Front and Back covers separately
- Paper @ | O Bond 20Lb USLetter White |
o Binding ' Blank Cover Print on Inside Print on Outside Print on Both Sides
o Folding & Punching ' _!
h " :§a
#~ Other (not shown) h

Blank cover is the default so when you put a check in the Front & Back Covers box, it will add a blank BLUE page
to make you aware of the need to make a paper choice for your booklet. Once you chose the Print options you
want, Inside, Outside or Both sides, the preview will change from blank pages to your documents first and/or last
page. Remember you want to choose a paper that is titled COVER for the thicker weight paper. For a B/W
booklet, like a planner, you would choose a Vellum Bristol Index Cover paper in the color of your choice. For a
Color or Color Cover Booklet, you will want to pick the Color Copy 11 X 17 Cover or Glossy Cover. Color ink
should be printed on WHITE paper with the knowledge that putting color ink on top of color paper will change

Covers

d

Paper ﬂ |E| Color Copy COVER GLOSS 11 X 17 White

BLACK & WHITE INSIDE PAGES

Front Print Sides () Blank Cover () PrintonlInside () Print on Outside

@® Print on Both Sides

If your document is a booklet, when you
click on Covers , you will see the option
box for B/W Booklet with Color Covers.

Back Print Sides () Blank Cover

@ Print on Both Sides

(O Printon Inside () Print on Outside

[] B/W Booklet with Color Covers
If selected and the item is configured as a booklet with a Color Qutput Type and covers,
the covers will be printed in color while the rest of the booklet will be printed in Black and
White.

| Close |

-




#21 Z-3laed/ >NOrt cage rup

Punching (3 hole drilling)

Covers

If you need your booklet to be 3 hole punched for including in a binder, (usually for a

Binding planner) this option is found in the “Other” menu.

Folding & Punching

other Finishing options D
Other (not shown)
A

[} Cutting
Special Instructions (not shown) In Units of
N . . [[] Padded
Additional options are available by riaht-
In Units of

[[] Fold and Stuff in #10 Envelopes
In Units of

[] CuttoBleed
In Units of

[] 3-hole Punch for Planners

[_] PDF Creation
In Units of

[] Transparency Front Cover

[ slip Sheet Separator Sheets
In Units of

[] Perforation

[] Laminated Pouch 2.5 X 4.25 Luggage Tag
In Units of

| Close |

Once you have made all your selections, Click the “Done With Print Options” taking you back to the main
ordering screen where you will put in the number of booklets you want and finish processing your order.



Microsoft

Publisher
& Document

Setup
Examples

Just some basics and unique setups like:
. Postcards—Tickets—Bookmarks
1/2 & 1/4 Sheets
. Covers with Bleed
. Numbered Tickets (mail merge)
. Student Certificates (mail merge)



PUBLISHER

IMPORTANT OVERVIEW INFORMATION

Publisher is part of the Microsoft Office Suite of programs. It is rumored to be phased out
however it has not been removed from the Office 365 apps. It is useful as it acts as an easy
to understand Publication Design Tool. It will allow you to create items that are too large to
print on your connected desktop printer like, Banners, Posters etc. You can also make
smaller items that are imposed (or duplicated up on one sheet of paper). Items like Business
Cards, index cards, half and quarter sized documents. You can also create booklets or
magazine style programs. A Full-Sheet booklet, printed on 11 X 17 sheets, folded in half to
be letter sized, 8.5 X 11. Also, a half sheet booklet, printed on letter sized (8.5 X 11) sheet,
folded in half to be 8.5 X 5.5. BELOW, ARE INSTRUCTIONS ON STARTING AN PUBLISHER
FILE AND A FEW QUICK TIPS.

e
L | [ New ’ ‘a
L, B Open
Info —
Blank 8.5 x 11" Blank 11x 8.5" More Blank Page Sizes
7 »
I

TO BEGIN......

When you first open up Publisher, a window asks you to chose a project or a size. Letter
sized, portrait and landscape are available. There is also the choice of “More Blank Page
Sizes”. You can choose from some pre-sets like the ones visible below, i.e. bookmarks and
tickets, business cards, tri-fold brochures and Thank You cards. These are all set up with
image placeholders, text boxes and margins to help you get started.

Take some time to peruse through all that they have to offer. There are also some presets
that are already designed by color scheme and images. ONE WORD OF CAUTION ON
PRESETS... For items like bookmarks and tickets, | rarely use the preset as it has multiples on

a sheet of paper making it hard to merge names or data on them.

You may find you use the “More Blank Page Sizes” option a lot, as many individuals already
have an image created that they would like you to use.

@ New

.
; I

§
&
§
i
2
i

ccccc




By clicking on the More Blank Page Sizes button a page of option for blank sizes opens. First

are the Standard sizes. (TIP Don’t Use the A or B sized papers as these are based on

International paper sizes and don’t conform easily to our Letter, Legal or Tabloid sizes).

Next are the Custom sizes, this is where the sizes you create are stored. My list below

shows the most common sizes we use. The last option in this section is the “Create new

page size...

More Blank Page Sizes

Home > More Blank Page Sizes

Standard
Letter Letter Executive Executive Legal Legal
(Landscape) |  (Portrait)  (Landscape)  (Portrait)  (Landscape)  (Portraft)
11x8.5" 8.5 11" 105x7.25"  7.25% 105" 14 85" 8.5 14"
85 [Pnrtralt) B4 (Portrait)
6.9299.843" [Landscape] 9.843x 13.898"
13.898 % 9.243"
Custom

EREninn

1/2 Letter 1/2 Ltr 174 Letter 12X18 16 X 20 1824

PostCard Booklet PostCard Poster Poster Portrait
85155 5.5%85" 225% 55" 12x 18" 16x 20" 18x 24"
I:' T
Current NewPage  VardSign  Create new
96 24" Size 24x18" page size
T2x 36"

Publication Types

Advertiseme... Binder Divider Booklets Business Designed E-mail
Tab Cards Paper
small
Publications

At the bottom you see Publication Types. These are folders that hold various blank
templates like Booklets, Business Cards, Envelopes, Greeting Cards, Mailing labels et

i

Tabloid Tabloid

This is how you create a size you don’t see in this catalog.

] -

Al Ad (Portrait) A5 (Portrait)

(Landscape) (Portrait) (Landscape)  8.268x 11.693" [Landstape) 5.827x 8.268" '- d cape)
7x11 M7 11.693 x 8.268" 8.268x 5.827" o83
2418 24 X 36 24 X 36 3X4index 36 Sports axz sxg CEfd
Poster L Large Poster  Large Poster 4x3 Barmer Post(ard
218" 24 36" 48 36" ax

Envelopes Greeting Mailing ~ Media Labels Name Tags ~ Other Labels  Photo Paper

Cards Labels

D-D-

Letter (Landscape)

Find updates on Office.com

Color scheme:
(default template colors) ~
Font scheme:
(default template fonts) -
Business information:
A

v

)

Some folders, like the ones for labels or photo paper include folders with common preset

products you can purchase, like Avery and Office Depot products (remember to stay awlay from

5 Avery Brother
Zweckform Industries,
Ltd.

Mav+spies  [BIIGEIBEREE Onlinelabel..

C-Line
Products Inc.

Planet

the A4/A5 items unless your product package advises you

to use that template)

will open up.

Once you have chose a size or
template you would like to use, click
on the “Create” button to the right of
the screen and your blank template




If you chose “Create New Page Size” , in the window that opens, choose a name, choose the
width and height in inches, choose your margin guides (the blue lines around the Preview
show the margin guides) then choose your layout type using the drop down.

Very rarely do | change it from “One page per sheet”. Then Click OK.

Create Mew Page Size ? e
Mame Preview
Mame: | new Page Size ¥
Page Layout type
Width: |55 = One page per sheet
Height: [q1- S
Margin guides
Top: 0.5 = Folded card
i : = Fultiple pages per sheet
e 0.5 - Web page ]
Bottom: 0.5 =
Right: 0.5" = j
Page size: 8.5" x 11"
Paper size: 85" x 11°
Page order: 1,2,3.4
Once your blank document opens up you will see:
tool bar at the top blank document on a work top
thumbnail pages in a left tray
|
al
File Home  Insert 3 Page Design  Mailin Review View Help
Eﬁ O é/ E\é @ |_—C‘) /?Flnd -
Paste =, Styles Draw  Pictures Table Rhapes G Replace
- = h Text Box - v == Align ~ [ Select~
Clipboard 1] Font Paragraph Styles Objects Arrange Editing
Pages L .|.I.|‘l::\‘I.\.|‘|.\.|.|E.|.I.|‘|.\.I‘\.‘l‘|.\.|.|.|‘I.\‘|?\.I‘|.|.|.\.l‘hml‘\.|‘|.I.|.‘%|‘\.\‘|‘\.I‘|.|::|.\.l.‘.l‘I.\.Hl.l‘|.|.|.\.|“?mlm.|‘|.l|.‘?l‘\.ml‘\.I‘|.|?|.\.|".\‘Im.l?l.l.l.‘.l‘\.l‘|.E\.I‘l.l‘|.I.|.‘H“I.\‘|‘\.Iu.l”.\.l“.mlm.lﬁ
Exu;n‘:p::r _i
I v
_ The gray area around a document is called the
_ , ‘ “Scratch Area” If it is toggled (in the View -
, ] menu) to be visible you can have text boxes,
El _ i shapes and images off to the side of the page
= 3 ‘ , e for easy access to drop on your page.




VIEW MENU & PAGE RULERS GUIDES

The View menu allows you to choose how you see your document desktop.

These are the settings | use. The Rulers comes in very handy for lining things up from
page to page. | also drag a lot of items from the Scratch Area so | always like to see it.

File Home  Insert  Page Design  Mailings  Review  Wiew Help

= & l l [ Boundaries [ Rulers [ Graphics Manager D O\|?1% v| % F' |=|
. - F— =

Marmal| Master Single | Two-Page S ) Page Navigation ] Baselines 100% Whaole 7 Page Width Arrange Cascade  Switch
Page Page | Spread [ Fields [+ Scratch Area Page All Windows ~
Views Layout Show Zoom Window

Once you have the rulers visible, if you move your cursor over the ruler (top or left side) you
will notice a double line/arrow icon. Once that is visible, you can click and drag from the
ruler a green guide line. These lines are useful for aligning objects and text boxes too.

T [ I

|||||||?||||||I||||||||:!.|||||||||||||||:£|||||||||||||||?|||||||||||||||4|.||||||||||
= VIEW MENU & LERS GUIDES
13
: Horizontal Vertical
i Ruler Guide position:
5.738"
By right clicking on the green T cat
guides you can ope up the |
Clear
Ruler Guide box and adjust —>
Clear Al

where they are on the ruler
and clear them easily.

QK Cancel



ADDING ITEMS TO YOUR PAGE

You add text by adding a “Text Box” This text box can now be resized and moved around on
the document. Same with Picturgs, Tables and Shapes. Shapes includes lines and arrows.

Al B B IO
Draw  Pictures Table Shapes
Text Box - v

Ohbjects

With the text box selected you can
go to the top menu and choose
options by clicking on Shape
Format and Text box.

Right clicking on the box allows you to Format the
Text box. Add a background color, border and make
the background of the text box transparent so you
see what is placed behind the text box.

Colors and Lines Size Layout  Tewt Box  Alt Text

Fill

LColor: Ma Calor ~ Fill Effects...
Transparency: =

Line Preview
Calor Mo Color

Transparency:

alw| |ar| | €

Width 2pt

<

Compound type

i+ Shape Format  Text Box Dash type v
Cap type Flat ~
=. =+ === q %i
—_— —_ _— Join type Miter ~ Presets
== === % Styles Borerat.
Under Preview, select the borders

Paragraph S Styles gou et fo hange, ond hen selc

];?||||||||||||||f|||||||||||||||:|'|||||||||||||||€|||||||||||||||5| I:l;:}:ﬂ}'l:::::lglsnt’:::Ef\nl\l:::‘tbOXES
Shape Effects... Cancel
The Arrange menu allows you to
bring an item (text box or picture
or shape) to the front or back
behind other objects. a L
— Align ~

Example, this green arrow needs
to be brought forward so you see
the arrow head on top of the
Arrange snippet to the right.

Arrange
.|:-.|.I.|.|.|.I.|.|FT|.I.|.|.|.I.|.|]i|.l.|.|.|.I.|.|?|.I.|. .|.I.|.|

By clicking on an item, holding your shift key
down and clicking on other items you can group
them together or to align them.

If only one item is selected, align will allow you to align that item based

on the margins. So if you choose “Center” it will put the item in the ex-
act center of the document between the top/bottom margins and the

left/right margins.

A chosen item can also be Rotated or Flipped




PAGES—Side Bar Thumbnails

File Home Insert PageC

The thumbnail images of your document pages on the

Eﬁ = left side bar can be clicked on/chosen and moved up in
Pafte ’ down in the document. To the left, in the circle you can
Clipboard 5 see the hazy ghost of a page that has been chosen and is
Page walf | being moved. The blue/green line show where the page
s L Y will drop if the mouse button is released.

Z

o
bbb

The blue green background denotes that this
page is selected and being moved. See the
green circled page to the left.

=

By right clicking on the
left thumbnail, youcan | | - /

wn
|

choose options like

=3 (V5] [5-
5 | |
i LT o Lo N

n_; Inserting a blank page, T/_l Insert Page...
3 or a duplicate page. -~ Insert Duplicate Page
64 = Deleting adding Page \ [ Delete
11: Numbers or Viewing as . [ Move..
_E a Two Page Spread —— [ B Rename..
1_1_; t Insert Section
—: — | .| [ PageNumbers >
I F: —— Master Pages >
65 E —5; View Two-Page Spread
old — | |3
Page: 64 of 69 I B ;"":}'f — 1—(:;




TEXT BOX AND SHAPE FORMAT MENUS

When an object or text box is selected, two menus become available at the top bar, Text Box and Shape Format Menus

File Home Insert Page Design Mailings Review View Help  Shape Format Text Box
<a> ll:f ba(; |‘Ca||bn ||14 ‘ AR A lalg g . hi (a) - A A ~ i :ex:;\ltl Ag 123 ﬁ .,f;c Stylistic Sets ~
Tex Tex Hyphenation Columns Mar@ins Create é ext LUutline = Drop Mumber Ligatures =
F\tE Directiton i * [El T U~ X Ao AV A ) E E E ¥ Lm): Al e B [\ Text Effects ~ CEDF“.’ Style~ 95 aad
Text 1] Font 1] Alignment Linking ‘WordArt Styles Typography 1]
Varec ‘l- I.\.lj.'?.\‘|‘|.|.I.\.‘1‘%‘I.|‘|.\.\‘l.‘l‘ll‘l.\.l.\.\‘l‘ll.ll.l.\."l‘l.l‘ll.(\J.\‘l.‘ml.\.lg.l.\ml.\.l.\.gl.lm‘. I.\.lj"l‘\.l‘|.\.I‘|.Hl‘m.l‘l.lm‘?&l.lmlm‘?l.\ oty ‘ el | el | il |.|9\.I‘|“.|‘m.l‘ll.lm‘.\.I.l.l‘lh\.\.|.\.Im‘?h\.\.Ll.l.l“?\.l
Hyphenation 7 ot m
Automatically hyphenate this story o N— L — ]
~——
Hyphenation zone: | 0,25 E The Text Box menu will allow you to put a border on the
text box, fill it with a color, spe cify m argins within the
Marual... 0K, Cancel .
text box. The circle at the top of a selected text box or

T image, allow you to free rotate the tem.
By clicking on the boxes and the

corner circles, you can enlarge or " You can also choose the text direction in the text boxand |
shrink a text box or item to size. l whether or not you want the words to be hyphened.

To size in proportion, without

skewing, click on the corner, hold

your shift key down and pull out to

enlarge or push in to shrink. 3} 0

SHAPE FORMAT MENU

File Home Insert Page Design  Mailings Review View Help Shape Format
I [Height: 054" 7|
Swidtn: 075 |

- . . — = = i,
ENNOOoO)|-| & Editshape 47 ShapeFill -~ |:||j L_lj ‘(I_:l @ K Q]ﬁ\
«| [T - iy _— — fy ¥ -
A 125E o () (0 (O [ [ G o o 2 EH T2
[a\ N\ { } 7 [2] Edit Text ") & Shape Effects ~ Text~ Forward ¥ Backward ~ v - LE‘ Measurernent
Insert Shapes Shape Styles ] Arrange Size ]
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Paaes =

The circle is Filled with

47 Shape Fill ~ \

LZ shape Outline~ . | By clicking on drop downs

& Shape Effects ~ all of these options become
a

none to make it see

through/transparent.

B ’ available and take effect on
et i o J:I|||I|||I|||I|

the item you have selected.
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If you see the box
ith 3 dots ...

If you see the box with 3 dots .... On the side of
your text box, this means you have text that
doesn’t fit into the box you have. You either need
to increase the text box size by pulling at the
border squares or you can choose to auto flow text

from one text box to another.

iy

TO AUTO FLOW, CLICK ON THE THREE DOTS BOX. A measuring cup, a bit like the image
here will become visible. Click on the cup and click on the text box you want to text to over

flow into. You can choose multiple text boxes to flow into for unique newsletter or
brochure designs.

GROUPING ITEMS.....

Below,

| clicked my mouse, held it and dragged to create a box

around all the items | wanted to select. All the yellow spots below show what is
selected. If I go up to the top menu bar and click on Group, all the items will

stay connected as they are and | can move the whole group around on my

page.

(]
':ﬁ.\' é il
The arrows show you where

[—

You can allow tesxt to flow

over into another text box

by clicking on three dots
that pop up when your -

- ! -.
. T

d]tc/xtﬁllstht complete

A

TIfhe text comes trom Zeidd

goes to.

area of a text box. Then
you click on the

.|
o MSASUTINg Cup pour

icon that pops up and ant the next text box

then click where you E;I; be

O -

1



PICTURES

Pictures are also considered an object that is inserted by using the INSERT Menu drop down.

File Home  Insert Page Design  Mailings  Review Vi

D B g O B

Page Catalog Table Pictures Online Shapes  Picture
v Pages - Pictifes  ~ Placeholder

———

Pages Table lINstrations

I.|.|.|.I.|.|E.'|.I.|. .|.I.|.|E.|.I.|.|.|.I.|.|‘?|.

Pages

Clicking the Online Pictures button, the internet web

By clicking on the Pictures button, browser will open up allowing you to search for images
your computers Picture Library will to use. Be careful making sure you know the copy
open up allowing you to insert one of rights to images and the quality of the images you get
your own picture/image file. from internet collections.
Online Pictures
Il Insert Picture £

Powered by |3 Bing

4+ =] » ThisPC » Pictures

Organize - Mew folder 5
J’ Music - Airplane
=/ Pictures ‘q]

A i
Shared with Ever 'I-'IL

ﬁ Videos

A This PC ™ Camera Roll 5 PIC

) 30 Objects
Je)
[ Desktop p— Dog

Jo!

Animals

0
I Birthday Cake

IMAGE FILE TYPES

Graduation

You can insert a jpg or a png file.

A jpg file is usually OK to us and is a smaller file size than a png. The JPG or PNG?
biggest difference is the png files ability to have a trans parent
background. The image of cherries demonstrates the difference.
The jpg has a square white back ground that will show up as white if
you insert it on a colored back ground. The png file allows the
cherries to sit alone on the background with the background color

wrapping around the cherries.

TIP If you have a pdf file, you can save the pdf file as a jpg, simply by JPG PNG

choosing File Save as Other.. And choosing jpg when using Adobe
Acrobat PRO (NOT THE READER)



Once you have images inserted into your document, you can move them around using your mouse and you can
NUDGE them using the arrows on your key board. Once an image is chosen, (there will be boxes and circles around
the edges of the image if chosen) you will notice that there is a Picture Format menu bar that is visible at the top.

File Home Insert  Page Design  Mailings  Review View Help  Picture Format

. -y :@: Compress Pictures l__ ; E Picture Border ~
rg | & ¢ _ B | - | [P _
Pictures  Corrections Recolar ©d] Change Picture ~ ——— — — &) Picture Effects ~
> - m Reset Picture ) @ Caption ~
Insert Adjust n Swap Picture Styles M
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This menu bar shows you all the options that are available to use with the image. You can make some simple

CORRECTIONS and RECOLOR. Recoloring is interesting to use on B/W images. As shown in the baby picture below
where | have adjusted the image to shades of blue and adjusted the transparency so that a text box can be visible on

top of the image.
In the PICTURE STYLES area, you can choose a frame to B“bg Brown
put around an image. 5.5 (bs.

Clicking the RESET PICTURE it will take the picture back to
its original settings.

You can even insert a CAPTION on and around a picture

- : Awige errap
‘@ Caption ~ ‘ Thumbnails Text ff [E= align ~

Mo Caption

L 7y Croptoshape > [~

and the text is wrapping around it.

£ -
Formatted
" ] —ntl —cnal
S ~=d - L1y Bring Forward ~ I ‘12[ =]
i T (TR e - -
1 . T
5 —aill il i uad Wrap L[] Send Backward i Crop
T E—— — J Text ~ |':'|:| Ali " * - -
| ‘ l I d = gn "=~ Rotate
et o Arrange Crop
T
== wd L'" st | v6u can click on WRAP TEXT to choose how you want the ﬁ =l e 1
. . . B Fi
Overkey text to wrap around an image, if you wish. The baby Crop | _ o =
— ] ) ) > ] Clear Crop
] picture has been placed on top of the instruction text box H Crop
T T
=

ikl

| have also clicked BRING FORWARD to put the wording
“Baby Brown” on top of the image.

When you click on CROP, you can push the black bars along the edge
to crop out an area of an image you don’t want. In the Toile back
ground image to the left, | have enlarged the picture and then used
Crop to Shape so that | can use just one part of an image. The shape

| chose was a circle. Clicking on Clear Crop, will restore the image to
it’s original size and shape. See the red circle to see the part of the
background | isolated by cropping.



ITEMS SMALLER THAN A LETTER SIZED SHEET

FOR EXAMPLE, BOOKMARKS, 1/4 SHEET OR 1/2 SHEET CARDS

For items that are smaller than a letter sized sheet of paper, the Xerox printer can duplicate the image and print more

than one on a sheet of paper.

IT IS EASIER FOR US TO DUPLICATE THAN IT IS FOR YOU TO CREATE DUPLICATES DUE TO OUR KNOWLEDGE OF THE

CUTTING PROCESS.

PLEASE UPLOAD A PDF FILE THAT IS THE SIZE THAT YOU WANT THE
FINISHED PRODUCT TO BE!!

For items that are smaller than a letter sized sheet of paper, the Xerox printer can duplicate the image and print more

than one on a sheet of paper.

So you can simply create you item the size you want it. Once you have the item

created, you will want to make sure that your pdf version will be the size you want NOT an 8.5 X 11 letter sized

document. To do this, with your Publisher document open:

1. Go to File- Export and choose Create PDF/XPS Document.

2. In the window, go to the bottom and click on the Options button.

3. In the Options Window make sure High quality printing is selected and click on the Print Options button at the

bottom.

© 1

Export
(a1 Home
o
— Create PDF/XPS Document
[ New —
E¥ Open E‘% Publish HTML

Info Fﬂ Change File Type

Save

Pack and Go
Save As

“r  Save for Photo Printin

a2 9
Share E"% 3 R

T Save for a Commercial Printer
Export

‘J:—|[E] Save for Another Computer
Close

T43 KB

Specify how this publication will be printed or distributed.

Minimum size
Standard
Commercial Press
Custom

Creates a large file optimized for desktop or copy shop printing

Pictures

Higher picture resolution [dpi} yields better print quality with a
larger file size.

Color and greyscale pictures:

Downsample to: |300 dpi ~ | when above: 450 dpi

Design Checker
[[] warn about transparency and color use
Include non-printing information
Document properties
Document structure tags for accessibility
PDF Options
PDF/A compliant
Eitmap text w
Encrypt the document with a password

en fonts may not be embedded

Print Options... Cancel

4, A | « OneDrive - Clovis Unified School District » Desktop > 2023 GAD Inst IV Then in
2 Organize = Newfolder :
5 R the Print
Shared with Ever *  Name Status Da
Create a PDF/XPS | B videos Older Training Materials o 1 Ophons
" Preserves fonts, for I This PC 5 21_24FULL SIZE WebCRD Instruction M... @ 5L,
= Content cannat be § 20 Objects 2023 GAD EQUITRAC Instr Flip Book <] 1 WIndOW,
® Free viewers are avt o Desito 2023 GAD Instructions Flip Book ® 6
: P 2024 Team Traininng o) :» Make sure
=S ] Documents CANVA Tips [}
=] One 4 Downloads FULL SIZE WebCRD Instruction Manual @ s page per
Create B Music
FDRXPS =] Pictures sheet is
B Videos
5 Windows (C:) selected
= STORE NGO (E) L.
and the size is

SMREN GO FY Y

File name: | FULL SIZE WebCRD Instruction Manual

Saveastype: PDF
Optimize for: | High quality printing []Open file after publishing

Options...

~ Hide Folders

4

Printing options Preview
[
i)
One page per sheet Tiled Multiple copies per
sheet
Paper QOrientation
Size: | pyplication Page ~ Portrait
Width: [so =] Height: [s05 (=] (® landscape
Page range Printer's marks
@ All pages |:| Crop marks
Current page Allgwb\eeds
Pages |:| Bleed marks

Enter numbers or ranges separated by commas, for example 1,3,5-12.

T ENUYDT e OO e Wit g asyWora v

Click OK on all the buttons that take you back to the Naming window, give the

document a name, and click on Publish. You should now have a pdf file that is

the size of the finished item you want to print.



Click OK on all the buttons that take you back to the Naming window, give the document a name, and click on Publish. You
should now have a pdf file that is the size of the finished item you want to print.

Go to the online ordering system, upload the pdf of your item.

Do your best to determine how many will fit on a single letter sized sheet. | think that they can get 3 on a page for the size be-
low. | want 100 cards so | estimate | need 34 copies. 34 X 3 = 102.

Click on Preview/Change Options, chose the paper | want, click on Other to put in the Cutting in units of 3 and | put a Special
Instruction that says Please dupe up 3 on a sheet and print 34 copies to give me as close to 100 cards as possible.

Then | put 34 in the quantity section. If they can’t do 3 on a sheet. The print operator will make the changes necessary and
adjust the cost to your order. You have given them enough information for them to process the job. You want 100 copies of
this card that are 5.5 X 4.25. They might even be able to get 4 on a page and that would lower the cost as they would only
print 25 copies.

Item 1 Wi | ReplaceFile | | Continue Shopping
Publication2.pdf * Unit Price $0.16
1 Page .
5.50x4.25 Inches Quantity

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

Your Seleeted Print Options Print B/W, 1-Sided, Color Copy COVER USLetter White, Seale Down Only

ﬁ Preview / Change Options Other Cutting In Units of 3

Other Notes Please dupe up 3 on a sheet and print 34 copies...



COVER FOR BOOKLET WITH A BLEED

There are two different variations of a booklet with a cover that has a

bleed. This means the ink on the cover extends all the way to the
edge of the paper. BLEED = NO white edges around the pages.

SIMPLE STITCH AND FOLD LAYOUT—52 pages or under With Without
Bleed Bleed

1. Our Xerox device can print, fold, staple and trim the three edges
of a booklet that is 13 sheets of paper or less. Once 13 sheets are
printed and folded, you will have a booklet with 52, letter sized

pages.

2. Since the top, right side and bottom of the booklet are cut, you will need to make sure that all of your pages have
about a .50 (half inch) margins. That way once it is trimmed, you are not trimming off words or important parts of
the images along the sides.

LARGER BOOKLET LAYOUT - More than 52 pages
If your booklet is larger than 52 pages or 13 sheets, you will have to have a separate file for your cover.

The cover will need to be printed on a larger sheet of paper and cut down to the size needed to cover your booklet.
Typically your page size, JUST FOR THE 2 COVER PAGES (FRONT AND BACK) should be 12 X 18 in this case and you
want to make sure that you leave a half inch margin all the way around the edges as shown below. You also, might
want to take into consideration what will fall within the FOLD are the middle of the page. Most booklets we print, DO
NOT need a wide spine area like is shown in the image below but it is some thing you want to take into consideration
knowing that it will be folded. We will trim the 12 X 18 prints down to 11 X 17 to be added to the interior pages of the
booklet. The blue lines show where the edges will be cut away. You also want to remember the page order for your
cover pages. The first page will have the front and

back covers and the second page will have the inside
front and back covers. If your inside cover is blank,
you only need the one cover sheet for the front and
back.

PAGE 1 of your cover
OUTSIDE COVER PAGES

PAGE 2 of your cover
INSIDE COVER PAGES

If you need this more complicated layout, it is suggested
that you make the cover pages, then email the pdf to the
Graphic Arts employee and they can work with you
regarding any adjustments might need to be made




Mail Merge Numbered TICKETS Instructions
Publisher

There are two items you need to have completed to start. First you need to create your ticket in Publisher. Open up
Publisher and create you own by choosing “More Blank Page Sizes”.

New

Search for online templates pel

Suggested searches:  Personal ~ Design Sets  Labels Event Paper Business Cards

FEATURED  BUILT-IN

Once you are in the blank

page sizes area go to the end
T and “Create new page size

&

Blank 8.5 x 11" Blank 11 x 85" Mare Blank Page Sizes 1

__ ____<Page Sizes

s More Blank Page Sizes
A box will open up where you et | | ] L Ll L L

1/4 Letter 24X 36 6 Foot 6x10 6X39 7ft banner A2 A2 Current

choose the size you want. 8.5X 3 R =S - - il it

is a good size. Your box should D — D D D —

look like this. Notice a sample Caremt Curent  Camem  Camemt Cwrem Camem  curefl  Cument  Carent
20x 24" 96 x 24" 36 x48" 20x 30" 24x18" 24 x 30" 55x4.0" 96 x 36" 55x4.25

preview on the right side. Click
OK. D

Letter Letter Letter Letter Library Tags ~ New Page Page  MewPage  NewPag
(Landscape)  (Landscape)  (Landscape)  (Portrait) %32 Size Size Size Size
24y 38" 25x85" 2418 5x2.84" 2x18" 36 72" 648" 6x2"

L ]

NewPage  NewPage f] NewPage  NewPage  NewPag

Name

Size Size Size Size Size
36x 82" 36x 45" 48 x 36" 36 36" 24x 36"
Name: | Ticket| N
T
Page Layoutgrpe\ l:l -
width: [g5- B |0nepagepershk Newpage  Create new
Height: [3- woge O

Margin guides
Top: 01"
Left:

Eottom: 01"

Right: 01"

Page size: 8.5"x 37
Paper size: 8.5 x 3"
Page order: 1,2,3,4

oK | | Cancel




Now you can get creative and make your ticket. | always put a stub on the side by inserting a
“Shape” and choosing a line. This is just a simple sample below. Once you are done, it is time to
start with the second item you need. A database, or spreadsheet for the ticket numbers.

| |
GOOD TIME FRIDAY = GOOD TIME
NIGHT : FRIDAY NIGHT
DANCE . DANCE
|
| |
WHERE—WHEN : WHERE—
HOW MUCH! : WHEN
[ HOW MUCH!
.
[
H ©- R P
So your spreadsheet or database is going to be an Excel HOME NSERT PAGE LAYOUT

spreadsheet with the numbers you will want to put on the
ticket and stub in titled columns. Like shown to the right. You H32 M ;ﬁ
will want as many numbers and you want tickets so in this A B .

example if you wanted 500 tickets you would have the numbers 1 |Ticket No Stub No

run from 1001 all the way to 1501. : 1001 1001
3 1002 1002

" 4 1003 1003

.t a tlp"- 5 1004 1004
JUS 6 1005 1005
7 1006 1006

g 1007 1007

g 1008 1008

To keep organized and because you will probably do 10 1009 1009
this again and again, each year. Keep these two files L 1010 1010
. . — o . 12 1011 1011
together in a folder titled “Ticket Files” that is some- 3 1012 1012
where easy to find on your computer. Once you do a 14 1013 1013
merge, when you open up the certificate file again, it 15 1014 1014
. . 16 1015 1015
will automatically want to connect to the database you - 1016 1016
have used previously. | find that this helpful, so | can 18 1017 1017
just make the cosmetic changes to the ticket and re- 19 1018 1018
merge with the same numbers. | don’t have to hunt 2? 1015 1015
2 1020 1020

around or reconnect to a new data spreadsheet each 27 1021 1021
time | need to make tickets. 23 1022 1022
24 1023 1023

25 1024 1024

FORM



Once the ticket and the database is ready, go to

FILE HOME INSERT PAGE DESIGN MAILINGS REVIEW VIEW

e =

your ticket document and at the top of the

r|bb0n, C||Ck on the tab that SayS ”MAILINGS"' Ilail | E-mail Select Edit Insert Merge Address Greeting Picture Insert Personalized Format | Pr Find R&ii‘:i_&m
. Merge = Merge - Recipients = Recipient List Field Block Line Hyperlink Exclude This Re

then Mail Merge drop down menu. Choose Start Wite & Insert Fields Preview Resuts

"Step byStepWizal’d”. Pages < __‘l‘ls.l.\.\.|.|‘I.|.‘1.\.I.|.|‘l‘l.l.‘L.\.I.|.|‘|‘I.|.|(?\.M|‘|.|.I.\.‘].'l.l‘l‘|.|.I.\.Hl.I‘|‘|.|.I.\.|:?|‘I.|

4 g

This will open up a side bar tutorial that will walk you through the steps in order to create your numbered tickets.
Below is an example of the first panel and step. Since you have your data source already created, you will want to fill
in the radio button that says “Use an existing list” as shown below.

= . o |-
PP I I TP PITIFIN (P N I B TP BT (I A AP I AT I T P AP I I P P I .
Mail Merge v
How Mail Merge works
Use Mail Merge to automatically add mailing addresses or
personalized information to publications. Mail Merge is
made up of three parts.
1 Recipient list 2 Publication with merge
fields
First Name  Last Name Dear
Tony Allen < <First Name> =
. Adam Barr <<Last Name=> >
Judy Lew
. GOOD TIME 3 Merged Dear Dear Dear
publications Tony Adam Judy
. Allen Barr Lew
s FRIDAY NIGE ...
. 55 he data source you wantegse to create your
ecipient list, You can add more data' W your list from other
. sources later,
DANCE #®) Use an existing list
. glect a file or database witp»s®ipient information
Select from Outlook Contacts
. Select names and addresses from an Qutlook Contacts
. folder
Type a new list
) . ‘ l ’ I I I !]R I i] Type the names and addresses of recipients
| | Then, at the bottom of the tutorial panel, click on
B the “Next” instruction as shown below

Step 1of 3

=» MNext: Create or connect to a recipient list

¥ e Help with Mail Merge



The second step is to connect your ticket and

Mail Merge Recipients

stub with your data source. A new window like © )~ 1 [ ThsPC » Deskiop <TG | [ Seorch Desiton B
the one to the right will open up. You simply, Organize = New flder 5. g @
change the type of file drop down that will say A : : A
“All Data Sources” to “Excel Files”, then click on o e i F. . ”:
= Recent places -
. . 16-17 16-17 2016 Cash 2017
the location where your data source is stored on &4 Downloads BLLNG  Complianc Paye Crystal
. @) Creative Cloud Fi e Posters Pwards
your computer (mine was Desktop) and then the : : : Select a file
%2 Dropbox to preview.
file. In this example | would click on “Desktop” to ﬂ: ﬂ: :
. . . 1% This PC BHS BW CHADS CHSB
the right and once the file name shows in the L Deckiop Bergman T BUSINESS  Basketoul
. . . CARDS
open field, click on Open. (remember if you £l Documents - . : :
i Downloads v in ] (NN ke v
followed my tip, yours will be in the Ticket Folder)
. File name: | v| |E)(ce| Files v|
Tools - | ﬁ};en j}| Cancel |
| —

A second window may pop up asking which table

in your spreadsheet that you want to get the data Hame Destription | Mockfied Created
4/9/2014 113422 AN 4/9/2014 11:34:22 AM

from. Unless your spreadsheet has a second or "APR 115 Print_Titles 4/9/2014 11:34:22 AM 4/9/2014 11:34:22 AM
third sheet just keep the top one highlighted.
You also need check that the First Row of your

data is header information. Then click OK.

£ >

First row of data contains column headers pE | |

N R TN |8|:|

b £
T T FEIE PR PR R T TS PR SRR RR TS FES P i

The next window will be the “Mail
Merge Recipients” window and it
should show all the data that is on the
spreadsheet you connected to. If

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source

1-001Mumbers_75...
1-001Mumbers_73...
1-001Mumbers_75...
1-001Mumbers_73...
1-001Mumbers_73...
1-001Mumbers_75...
1-001Mumbers_73...
1-001Mumbers_75...

Data sources:

there is a check box , the process will
use that line of data to create a ticket.

If you remove the check mark that 1006
1-007
1-008
1-009

Add to recipient list

data will not be used to create a ticket.

XA RRA

There are other options you might

Refine recipient list
2] sort..
T Fitter...

%9 Find duplicates...

want to chose such an selecting

1-001 Mumbers_750.xls ™ select an existing list...

another existing list, sorting the list " <etect from Outlook Confacts

etc. Typically | do not need to do

E Type a new list...
E} Find recipient...

anything with this window, just click
on “OK” at the bottom right side of the
window.

Edit... Remove

Refresh Match Fields...




The next window is where you place the title
headings into your ticket where you want the
numbers to be placed.

When you click on the above heading title, like

Mail Merge

Prepare your publication

ipient information to your publication, dra
item beloW\o a location on the page.

TRE MO

“TRK NO” it will automatically populate in your

document/ticket as a text box that you can then -
move around and even rotate to read sideways. n
|

When it populates on your ticket, it will have a
couple of forward marks at the front and
backward marks at the back like this: <<TRK>>

SECTRK

GOOD TIME

If you highlight the ticket number text boxes on your ticket docu-
ment, then you can change the font, font size, color etc. You want
to do this now because if you wait until you merge the data then

you will have to go and fix it on each certificate. In this example

below, | have chosen a different color for each of the titles so you

can see how it merges together on the certificate.

WHERE—WHEN
HOW MUCH!

«TRK NO»

After you are done, click on the

“Next: Create merged publications” arrow at the bottom right side

Frepare your publication

To add recipient information to your publication, drag an
item below to a location on the page.

TRE NO
SECTRK

GOOD TIME FRIDAY
NIGHT

DANCE

WHERE—WHE
HOW MUC

Preview recipient:
1 ]
E) Find a recipient...

«SEC TRK»

Exclude this recipient

[ Edit recipient list...

More items

Ly @ »™ss e preaannn

Step 2 of 3

of the wizard panel.

Create merged publications
How would you like to produce your merged publication?
Eb'.g, Print...

Print the merged pages.
Print preview...

?D Merge to a new publication

then edit or print individual pages.

/

Create a new publication with the merged pages. You can

—p —F Mexut: Create merged publications

# Previous: Create recipient list

¥ @) Help with Mail Merge

Choose “Merge to a new publication”

This will open up a new Publisher document that will have the tick-
ets as an individual page with the merged data in place on each
ticket.



W = L T
HOME INSERT PAGE DESIGN MAILINGS REVIEW VIEW
sl Cut
D Copy
If you open up the thumbnails on the left side of the new document screen PPt Format Peinter
. . o . . ) Font Paragra
you will see the individual tickets. You can also see the green number on the A
first ticket. You know it is the first ticket because there is a green/blue
background around the page thumbnail that is showing to the right of the
thumbnail.
Now you are ready to print your tickets to a pdf file. To do this go to the top
and choose File Print. You will want to change the Printer to PDFCreator,
Print All Pages, and most importantly choose “Multiple pages per sheet” GO
This will put as many tickets as will fit on your page for printing. In this case
there are 752 tickets and you can see that three tickets print on one sheet, = =
. . . . . AT E
so you will get a pdf that is 250 pages. See the multiple tickets on the right 5 2 i
. . 3 o
half of the page. Note the page numbers on both the ticket in green, and the  — , — - o W1
=k E ]
stub in black. (if you want four tickets to print per pa can make the G 3 i I
size of your ticket 8.5 X 2.5 and you can easily get 4 :
on a page
-
GOOD TIME MW & GOODTINE FRIDAY
H DAY NIGHT = DANCE
-
P rnt DANCE ! WHERE WHEN
&5! - HOW MUCH!
Copies of print job: | 1 - < WHERE—WHEN :
él’, - HOW MUCH! =
-
Print []
-
L]
-
Printer . %
./ PDFCreator GOOD TIME FRI- . NIGHT
2 Reacy M DAY NIGHT . DANCE
o Printer Properties DANCE : WHERE—WHEN
g WHERE—WHEN R THEREE
. g =
Settings - HOW MUCH! .
||=D Print All Pages . :
Print the entire publication .
Pages: 1-752 :
Iju |
Account (i Multiple pages per sheet - =
GOOD TIME FRI- O T
Options Copies of each page: |1 z DAY NIGHT : CANCE
Layout Options DANCE ® WHERE—WHEN
o : HOW MUCH!
etter . s WHERE—WHEN .
85x11" - HOW MUCH! =
Portrait - :
-
-
Print One Sided . :
Only print on one side of the sheet
Cornposite RGE .
Print as RGE color publication.
Save settings with publication /
Also, noticefthat there is quite a lot of space at the bottom of the page. You can adjust the tickets by clicking on
the “Layout Options” button and adjusting the Layout Options ?
vertical space. First Sheet: All Sheets:
start row: h : Side margin: o 2| Horizontal gap: |0 =
Start column: |1 = Top margin: o ::_ﬂ Vertical gap: o EI



| |
GOOD TIME FRI- O DAY
DAY NIGHT : DANCE
DANCE ' WHERE—WHEN
- : HOW MUCH!
= WHERE—WHEN .
- HOW MUCH! .
.
n
n
[} 1-001
| |
First Sheet: All Sheets:
Start row: 1 lil Side margin: Horizontal gap:
Start column: Top margin: m Vertical gap: b.B' Iil
: GOOD TIME FRIDAY
- NIGHT
[ DANCE
| |
»  WHERE—WHEN
o . HOW MUCH!
= 8 WHERE—WHEN .
: - HOW MUCH! .
.
-
| |
[ 1-002
n
: GOOD TIME FRIDAY
GOOD TIME FRI- - NIGHT
DAY NIGHT : DANCE
DANCE * WHERE—_WHEN
0 : HOW MUCH!
s WHERE—WHEN .
- HOW M UCH! :
:
| |
"
" 1-003
L

Here you can see the vertical gap was set to 0.9 and the tickets should be able to be easily cut into three copies.

Now save this pdf, name it and this will be the file that you use to upload into the online print shop ordering
system. Remember you will only request 1 copy to print.



Mail Merge Certificate Instructions

Publisher

There are two items you need to have completed to start. First you need to create your Cer-

tificate in Publisher. Open up Publisher and either search for “Certificates” or you can just

create you own by choosing a blank, landscape 8.5 X 11 document and then placing text boxes

and using borders etc.

New

Certificate
Suggested searches: Personal DesignSets  Labels Event Paper Business Cards

FEATURED  BUILT-IN

- _ .

Blank 8.5 x 11" Blank 11x 8.5"

Publication2 - Publisher

Take a

OJ tour

More Blank Page Sizes

Welcome to Publisher phota...

Second you need your data that you will merge onto your certificates. This is an

Excel spreadsheet with the data you need to place onto the certificates in titled col-

umns. Typically this would be the students name, a date and perhaps the type of

certificate. The spreadsheet should look something like this:

-
D gg‘ Calibri
Paste B

Clipboard

H10 -

Name
Jane Doe
Paul Newman

ESEI ]

Doris Day
Pablo Picasso

[F= T N I ]

B I U~

J

Semester
First Semester
First Semester
First Semester
First Semester

>

{ Adrian Damitrascu  #

Certificate of achievement

- ?f‘Wrap Text

& 3= [= Merge & Center -

Alignment [F]

C D E
Date Type

2017 HONOR ROLL

2017 READING

2017 WRITING

2017 ART

To keep organized and because you will probably do this again and again, each year. Keep these

two files in a folder that is on your desktop, or whatever works for you. Once you do a merge,

when you open up the certificate file again, it will automatically want to connect to the database

you have used previously. | find that this helpful, so | can just delete the old names and paste the

new names in order of class as | get them in each semester or month depending on how your site

handles awards. | don’t have to hunt around or reconnect to a new data spreadsheet each time |

need to make certificates.



Once the certificate is ready, and you have your

W ER
FILE HOME INSERT PAGE DESIGN MAILINGS REVIEW VIEW

& [E=r

data all in order on an Excel spreadsheet and MEMalI Emal  Select it Insert Merge Greeting Picture Inset Pesaalzed Format Preview
rge x| Merge ~ Recipients ~ Recipient List Field Block  Line Hyperlink esults
saved in the current certificate folder, open up poges |1 o e e
your certificate document. 4 E
Go to the tab that says “MAILINGS” and then the — | =
. 1 =
Mail Merge drop down menu. Choose “Step by
Step Wizard”. i
This will open up a side bar tutorial that will walk 3
you through the steps in order to create your
certificates. Below is an example of the first
panel and step. Since you have your data source
already created, you will want to fill in the radio
button that says “Use an existing list” as shown
below.
.I.|.|.|.I.|.|8.|.I.|.|.|.I.|.|9.|.I.|.|.|.I.|.|].'o|.I.|.|.|.I.|.|].'l|.I.|.|.|.I.|.|].'Z|.I.|.|.|.I.|.|].'3|.I.|.|.|.I - .
Mail Merge
How Mail Merge works
Use Mail Merge to automatically add mailing addresse:
personalized information to publications, Mail Merge i
made up of three parts.
1 Recipient list 2 Publication with merg
fields
First Name  Last Name Dear
Tony Allen << First Name> >
Adam Barr << Llast Name> =
Judy Lew
3 Merged Dear Dear Dear
publications Tony Adam | Judy
Allen Barr Lew
Create recipient list
Select the data source you want to use to create your
recipient list. You can add more data to your list from o
sources later.
(@) Use an existing list
Select a file or database with recipient information
Select from Cutlook Contacts
Select names and addresses from an COutlook Cont:
folder
Type a new list
Type the names and addresses of recipients
Then, at the bottom of the tutorial panel, click on
the “Next” instruction as shown to the right.
Step1of3

= Mext: Create or connect to a recipient list

* @) Help with Mail Merge



Mail Merge Recipients

The second step is to connect your certificate © @ v 1t > THsPC ) Desktop v |G| | Search Desktop »
with your data source. A new window like the Organize > New folder # v O @
L . . . ~
one to the right will open up. You simply, change S Favorites i F. . ”:
the type of file drop down that will say “All Data ‘f"i EECE"T P':CE‘ 1617 1617 2016 Cash 017
. . ownloads BILLING Complianc Pays Crystal
Sources” to “Excel Files”, then click on the @ Creative Cloud Fi e Posters Awards
. . . Select a file
location where your data source is stored on your & Dropbox ﬂ: ﬂ: n ) to preview.
computer (mine was Desktop) and then the file. 180 This PC BHS BWeaver CHADS CHS Boys
. . (m Desktop Bergman BUSINESS Basketball
In this example | would click on “Desktop” to the B Docomere CARDS
right and once the file name shows in the open & Downloads v iR 5] (NN ke v
old <l
field, click on Open.
File name: | v| |E)(ce| Files v|
Tools - | ﬁ};en j}| Cancel |
| —

A second window may pop up asking which table

Mame Description  Modified Created
in your spreadsheet that you want to get the data 4/9/2014 11:34:22 AM  4/9/2014 11:34:22 AM

4/9/2014 11:34:22 AM - 4/9/2014 11:34:22 AM

"APR 115 Print_Titles
from. Unless your spreadsheet has a second or

third sheet just keep the top one highlighted.
You also need check that the First Row of your

£ >

data is header information. Then click OK.

First row of data contains column headers

The next window will be the “Mail Merge

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge, When your list is ready, click OK,

Recipients” window and it should show all

Data Source

the data that is one the spreadsheet you G2l Jan< Dos

[¥  Paul Newman
Sample Names.xlsx [¥  Deris Day
I7 Pablo Picasso

2017 HONOR ROLL
READING
WRITING

ART

Sample Nam
First Semester
First Semester
First Semester

Sample Names.dsx

connected to. If there is a check box next to
the name, the process will use that line of Sample Names.dsx
data to create a certificate. If you remove

the check mark that data will not be used to

create a certificate. There are other options

you might want to chose such an selecting

Data sources: Add to recipient list

leml

Refine recipient list

2| sort...

Sample Mames.xlsx

another existing list, sorting the list etc. Select an existing list...

™ Select from Outlook Contadts... Filter...

Typically | do not need to do anything with

Type a new list... Find duplicates...

%
o)

this window, just click on “OK” at the bottom o

right side of the window.

Edit... Remove

Refresh Match Fields...




1.1|.I.|.|.|.I.|.|:A M |M ) v)-(
The next window is where you place the title al erge
headings into your certificate where that data Prepare your publication
should be placed. To add recipient information to your publication, drag an
item below to a location on the page.

Here you see that this certificate will need a Name
place for the Name, Semester, Date and Type —p | Semester
of award. Date

Type
When you click on the above heading title, like If you highlight the heading title in your certificate, then you can
“Name” it will automatically populate in your change the font, font size, color etc. You want to do this now be-
certificate wherever your cursor was when you cause if you wait until you merge the data then you will have to go
click on the heading. and fix it on each certificate. In this example below, | have chosen

It will populate with a couple of forward marks at

a different color for each of the titles so you can see how it merges
together on the certificate.

the front and backward marks at the back like
this: <<Name>>

Prepare your publication

To add recipient information to your publication, drag a
item below to a location on the page.

= y. \ Name
iy g : e 4 \5) > & mester
%» SR P e e A
) t Type
& ©
J Certificate of Achievem 4
5 °
a THIS ACKNOV\"LED GES THAT ?
& @
e HAS BEEN RECOGNIZED FOR OUTSTANDING ACHIEVEMENT IN e
fﬁ «TYPE» FOR THE «SEMESTER» SEMESTER @ Preview recipient:
OF THE «DATE» SCHOOL YEAR. 2 1 [
ity ¢t e it
After you are done, click on the
“Next: Create merged publications” arrow at the bottom right side Step 2 of 3
of the wizard panel. il

—p —F Mexut: Create merged publications

# Previous: Create recipient list

¥ @) Help with Mail Merge
Create merged publications

How would you like to produce your merged publication?
Eb'.g, Print...
Print the merged pages. Choose “Merge to a new publication”

Print preview...
¢ ' / This will open up a new Publisher document that will have the cer-

(3 Merge to a new publication tificates with the merged data in place on each certificate.
Create a new publication with the merged pages. You can
then edit or print individual pages.



If you open up the thumbnails on the left side of the new document screen you
will see the individual certificates (In this example case there are only 4).

Below is what the first data merged certificate looks like.

| would go back to the original certificate file and adjust the text box that holds
the name so that it is more centered. The text box | used might be a bit small,

from left to right to hold the size of the names you might have, so | would also

stretch the box to the left and right and make it larger.

The red arrows show where | would put the sides of the text box.

You will also need to look at your certificates to see if there are names that are
too long for the text box. If there are, you may need to go into that ONE
certificate and shrink the font size so that it fits.

o e m frt

o e m frt

i e = bt

Certificate of Achievement

THIS ACKNOW’LE@ GES THAT

HAS BEEN RECOGNIZED FOR OUTSTANDING ACHIEVEMENT IN
HONOR ROLL FOR THE FIRST SEMESTER
OF THE 2017 SCHOOL YEAR.

MELISSA MACBETH, FROGRAM COORDINATOR APRIL 11, 2016

=

-

Fed

L

=

U-I|
[



Once you know the certificates are good to print, you will need to save them as a pdf file. To do this go to
“File” - “Export” Then click on the “Create pdf/XPS” button.

Export

Create a PDF/XPS Document
ﬁ@ Create PDF/XPS Document

Preserves fonts, formatting, and images

Content cannot be easily changed

l;[%a Publish HTML Free viewers are available on the Web
; =
E} Change File Type Create
PDF/XPS
Pack and Go

__E_: Save for Photo Printing

= o
=
Account =2 Save for a Commercial Printer
Options E

|;'] Save for Another Computer

This will be the pdf file you use to upload into the online work order system to have the print shop print your
certificates for you.

REMEMBER!! When you order, you will only ask for ONE (1) copy. You may have 300 certificates but your file will
have 300 pages and you only need one copy of each page.



ADOBE ACROBAT PRO

The number one trick to manipulating pdf files is the open up the left side thumbnail images. You do that by clicking on
the paper image on the left side toolbar within Acrobat Pro. The image below shows you where to click to open up the
thumbnails. The image on the right shows you what it looks like when the thumbnail view is open.

File Edit View Window Help Dopen | Bcreate- | [ & &

= open | @ Create - | @ [1]aeia| & [{G]| = @& [72:

Page Thumbnails [« [r]

.

& |1 {1Df2}| Ik [ wE & 8 6 G

i

®
E

w) i

] 1@

HIGH SCHC
Denwe m——
Stephanie 1
Laura H:
Omar Hem:
Donelle Ee
Jenmifer T
Stacy Lazz:
Jesse Hardw

Steve D Wnd, Logisiariv
Michas] Clear 4

DISTRIC]
Janet L. Young E
MNom Andersor

Barry Jager,

Steve Gazsbril - Agricaliure
Dz Belzan - Esiglish

Rennom Fislding - Fine Arts

Tasom Mnllcn - frefustriad fechmols
Jeassane Pires - Mothcmatis

Syhia Cccaralli - Mo Lasigus

GIIDANCE LE:
Barbie Hansi

Now that the thumbnail view is open you can see a simple tool bar
above it that allows you to do several things. While a thumbnail page
or group of pages is selected .

File Edit View Window Help

Page Thumbnails [«] []

B & & & @ HIGH SCHOO)

COrmar Hemaid

=
Jenmifer Thac
@ Stacy Lazzan,
[——]

N
L
i
E
2

TJesze Hardwick

|
K}

K
]

w)y

DISTRICT 4
| = | Janet L Young E4T
== Torm Anderson,




A page is selected when it has a blue shading around the page. To select more than one page, simply hold down the Shift Key
while you click on the pages. You can see the blue shading in all the images below.

&) | 14T

R BA|

Page Thumbnails

N =

NS

The green arrow highlighted in the image on the right allows
you to add pages from another file. When you click on it a

window will open up asking you to choose the ﬁIW
Ik [X7] |

this spot.

#) 3] /8

Page Thumbnails

= 0@

B B &6 B

o

A\N

=

The red X icon highlighted in the image on the left allows you to
delete a page.

| “EL\l Create ~ | |_|

Open

® [1]rar| I [

Page Thumbnails [«¢] [}]

b

T

-

r‘
b

R

B (& & o @
/’!—:

Omezn Epretary

The two selections high lighted in yellow in this image allow you
to turn pages from landscape to portrait.

For printing, all pages must be turned in the same direction, either
Portrait or Landscape.

IF it is a horizontal book, and you are printing two sided, you may

want to make sure the even pages are turned upside down so that
they can be read without having to turn the actual book. Like a
calendar. This is also known as head to toe or tumbled printing.

You can even click on a page, then drag it up or down to another area of the document. Just make sure the page has the blue
border then holding your left mounse key down, drag it the place you want it and let go. A blue line will show you where the page

will be placed



Combine Files into One PDF

There are two ways to combine files. One way is just open, click and drag. BUT you can only do

this with pdf files going into another pdf file.

CLICK & DRAG

First you need the two files open and side by side. Both files need to have their Thumbnail View open
All you do is simply click on one pdf file thumbnail and drag it over into the position you want in the second pdf file thumbnail.

You will see a blue line appear where the page or pages will be dropped in. Then save that combined pdf file and you are done.

File Edit View Window Help x File Edit View Window Help x
E?Open @Create' ‘ @ % @ | B 2 B - Customize ~ ‘ El EOpen @Create' | @ % @ ‘ B © g - Customize ~ ‘ E
® a 018)| LY @ll (=) [723%]-] = ‘ Tools = Fill & Sign | Comment |I|/1‘ In @ll (= @ = | Tools | Fill & Sign | Comment
WL UCLEES D WEB CRD PRINT SHOP ORDERING INSTRUCTIONS L ULIES DD
PEIe & & B PElIL & & B
1. Erom the CUSD Home page, g0 to inistrative Services and then Graphic Arts Mame
& 2. click on the area that says "ONLINE PRINTING Upload your files here > & pro——
Epoling st Gightiword st Spolling st &ight word list
7 GRAPHIC ARTS ==
et i ———— )
1
ONLINE PRINTING
I0al your files here 5,/ You will want to book mark thissite and rename it PRINT SHOP
ORDERS.
A page will open up that looks like this.
S la VIS -

COMBINE FILES

Combining files of different types is also easy to do, however you can’t just

click and drag.

Open up your pdf file. Go to CREATE and click on the drop down arrow.™

In the dropdown choose Combine Files Into a Single PD

File Edit View Window Help
Sl | B o) | B @
1 f‘l| LYV RGOS
Page Thumbnails

P B & & @l




A window opens. Click on Add Files.

You then start putting the files you want in the order you want
them.
(& AddFils.. v
You will see your files in the order you added them from left to % Add Files...
right. You can simply click and drag the files to another order as m Add Foldegs...
needed. You will also see that if you added a file that has more
. &, Add PDF from Scanner...
than one page, you can click on the + and see all the pages. You @ Add
can even click and drag to rearrange the pages if needed. Webpage...
(&, Add from Clipboard...
3 Add Email.. S
L& Reuse Files... E': 1
[ Add Open Files... L—
pdown or
Wt ram thonem arramea o

(& AddFiles.f~

Kindergarten....pdf

====

LA B B B N

Kindergarten....pdf




Once you have all the files in the order you want them, simply
click on Combine Files at the bottom right side of that window.

Combine Files || Cancel

A new file will open up. It will be titled “BINDER1.pdf”.

Go to Save As and save your new file with a new name.

aE P e e 2B




EMBEDDING FONTS INTO A PDF FILE
WORD

BHS 04&--
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW MathType DYMO Label

- = & & = L) >

imagePROGRAF Print Plug-In ACROBAT

Create Preferences Create and Mail Create and Acrobat Create PDF and Embed
PDF Attach to Email Merge Send For Review Comments - Run Action ~ Flash
Create Adobe PDF Create and Email Review And Comment Create and Run Action  Flash

L 1 E 1 2z 3 4 5 6 . %

| [ standand

Embed allforts
General
Images Embed OpenType forts
Eﬂ;ls [¥] Subset embedded fonts when percent of characters used is lesstham: 100 | %
for L
Advanced @  Only forts with appropriste permission bits will be embedded
Standards - -
When embeddingfais: | Wam and cantinue. vl
; Embedding
Fort Source: Always Embed:
] T TrebuchetMS =
C:\Windows\Fonts', | g e
T AATypewrter 7 T TrebuchetS-halic
T AgencyFB-Bold g |T Verdana
T AgencyFB-Reg T Verdana-Bold
3 T Aharoni-Bold ' Verdana-Boldltalic
T Adhabi T Verdana-kalic v
; Alegreya-Black
Mlegreya-Blackltalic over bt
i Alegreya-Bold i
T Aegreys-Boldhalic :
T Alegreyz-talic
T Alegreya-Reguiar e
ks T Alegreya-Regular Add —>
T AlegreyaSans-Black
T AlegreyaSans-Black kalic
T 1s-Bold v
[ Show Al Settings | AddName.. | Remove
-
| Savehs.. | Caricel Help

PUBLISHER

Since Publisher was made for creating items that you might want to have professionally printed, it comes with a packaging program

that will embed everything the printer would need to produce your job. When you click on File you go to a page that offers a lot
more than just printing options.

Adobe Pro Instruction Manual Pages.pub - Publish

Info

Adobe Pro Instruction Manual Pages
Desktop » BootCamp Training Materials » Web CRD Inst Manual

EI Business Information Publication Properties -
The default Business Information set is in use. To create a new set, choose Edit Template
Edit Business Business Information, 1
- Color Scheme Office
Information Tagline or motto: Business Tagline or Motto
- Color Mode RGB
Individual name: doman o K
Job position or title: Title Publication Mode  Print
Organization name: Business Name Pages g
Address: Primary Business Address Size 695KB
Address Line 2 First Saved /25/2017 5:39 PM
Address Line 3
Address Line 4 Last Saved /25/2017 5:39 PM
Phone/Fax/Email: Phone: 555-555-5555
Fax: 553-335-3535
Email: someone@example.com
Account
Options (X Design Checker
Crm Use Design Checker to find potential problems in your publication befare
Run Design printing, sending in email, or saving with Pack and Go.
Checker
,a_?“' | Embedded Font Information
—

Manage settings for embedded fonts in your publication,
Manage

Embedded Fonts




EMBEDDING FONTS INTO A PDF FILE

PUBLISHER

Embed TrueType fonts when saving publication
Once you open the embedded [ | Do not embed common system fonts
fonts options. Make sure the box [ ] subset fonts when embedding

for Embeded TrueType fonts box FontMame FontType FontSource License Restrictions Embed Font

is checked.

Calibri TrueType  System May embed yES

Font substitution. ..

There is also more options available in the Export dialog box.

Export

Here you can chose to Pack and Go a document which saves and

embeds pictures and photos. Create a PDF/XPS [

= Preserves fonts, formatting,

| Create PDF/XPS Document

= Content cannot be asily chi

If you click Save for a Commercial Printer you will have a couple G povisn v S
of choices: [l
B~ Change File Type Create
PDF/XPS
1. Commercial Press—This will create a zip file that can be
Pack and Go

shared by share folder, disc, USB memory key etc. It also

E__: Save for Photo Printing

includes a file that gives color and printing information for a

Save for a Commercial Printer
Account

printer.

Options

Save for Another Computer

&£

2. Both PDF and Publisher files which creates a file that has
both files in it. This is good to use if you bring to the print

shop.

Save for a Commercial Printer

Prepare your publication for comrmercial printing by selecting the file quality and file type appropriate for your
printer.

¥ Saving with Commercial Press quality provides your printer with the maost flexibility in preparing your
publication for print

B Other quality settings will provide smaller file sizes, if needed

Commercial Press

F I,
- -
|1-'3 Creates the largest file size with the highest quality, suitable for cornmercial printing

Click on Pack and Go Wizard to

— Both PDF and Publisher .pub files .
=F ? - create the file folders.

EE Creates a PDF and a Publisher format copy
=19
=2

Pack and
Go Wizard




EDITING A PDF FILE

You are able to make changes to many pdf files by clicking on the Tools

File Edit View Window Help *
= open ‘@Create' ‘ B @ e @ | g = b = Customize ~ ‘ IE'

® (1 ofz)‘ Ik ‘ (=) [ 956% || = ‘ Tools Fill & Sign Comment

| & Tools Fill & Sign Comment

El~
Once Tools is clicked, a side menu bar opens up giving you many
. ~ Content Editing
options.
The one you might use the most is Edit Text & Images under Con- > @ Edit Text & Images
tent Editing. ctsize 525X 7.25 Add Text
Use this to change quick typos you find or to change specific in- Add Image
formation like a new phone number or date to a document that paper. Comes in both .
@ Export File to... -

doesn’t need any other content changes.

15 to be made. More Content
&2 Add or Edit Link
then 3. [:P Add Bookmark

3per however, trus & Attach aFile

page. C=Cyan [Blus)
~ Pages

Manipulate Pages

iically done on the

ADDING PAGE NUMBERS

. B . When you have multiple files from different software programs, it is a chal-
T Combine Files into PDF y P prog

lenge to add page numbers.

Edit Page Design — You can add page numbers to a combined pdf file by going to Tools—Edit
Page Design—Header & Footer
E Header & Footer v
Then click on Add Header or Footer.
D Background v
D Watermark v

Bates Numbering v

» Interactive Objects

* Forms




A window opens up that gives you different options for a header or footer.

You can choose a font and size, then you will notice 6 blank boxes. The top three are for a header or data that runs across the top
of your pages. The bottom three are for the footer data that runs across the bottom of your pages. Choose whether you want the
data to be placed to the left side of the page, the center of the page or the right side of the page. Notice you also have a button for
Insert Page Number and a couple of links for Appearance Options, Page Number & Date Format and Page Range Options.

Saved Settings: [None specified] ¥ Delete Save Settings...

Font Margin (Inches)

MName: |Aria| v| Size: |B V| li‘ Top: I'U.S % Bottom: I'U.S %
Appearance Options... Left: |1 % Right: |1 %

Left Header Text Center Header Text Right Header Text

Left Footer Text Center Footer Text Right Footer Text

Page Mumber and Date Format...

| Insert Page Mumber

Preview
Preview Page 1 % of 2 Page Range Options..
"""""" . PRINTSHOP GLOSSARY/TERMINOLOGY &

T
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e ———

oK | | Apply to Multiple | | Cancel

Appearance Options gives you

the options to shrink your docu-
ment image so that you don’t

[]5hrink document to avoid overwriting the document's text and graphics

rint the page number on top of
P Pag P [ Keep position and size of header/footer text constant when printing on different page sizes

your document text or graphics.

oK | | =

You can also choose to keep the

data printed in the same position
and size on the different pages.



Page Number and Date Format allows you to choose how you Page Range Options allows you to choose all pages or
want the page numbers to be formatted and what page to start set a page range for the header or footer infor-
the numbering on. mation.

v () Pages frorm: I'l_: to: IE_:

E Subset: | All pages in range W

—_

Page Mumber Format:

Start Page Mumber: |'|

OK

QK Cancel

Once you have chosen your formatting go back to the square which depicts where you want the page numbers to be located on
your document, click in the open field and then click on Insert Page Number In the box below you can see that the center footer
text area was chosen and the format of the page number is Page X of X. You are also able to preview what it will look like on your
document. Clock on the OK button at the bottom to apply the header or footer to your document per the options you chose.

Left Footer Text Center Footer Text Right Footer Text

<<Pagelofn>> I

| Insert Page Number | Page Mumber and Date Format...

Preview
Preview Page 1 % of 2 Page Range Opticns...
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These are simple adjustments that you will probably use most frequently for preparing documents for printing Please remember

that the help button in Adobe Acrobat Pro is very useful and there are also many tutorials that can be accessed online about Acro-
bat products.
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