Print Shop Pro Instructions

SBCCD PRINTING AND GRAPHICS DEPARTMENT

printshop@sbccd.edu | (909) 384-4313



Welcome to the SBCCD Print Shop’s online ordering system, Print Shop Pro. The step-by-step
instructions will assist you in placing orders through the Print Shop. Take time to review the
instructions. If you have additional questions, feel free to contact the Print Shop via email at
printshop@sbccd.edu or phone at 909-384-4313. Thank you for letting us serve all your printing
needs.

LET’S GET STARTED...

A link to the Print Shop ordering system can be accessed via the District’s website. The path is...

https://sbccd.edu/>>District Services>>Technology & Educational Support Services>>
Departments>>Graphics and Printing Services>> https://printingservices.sbccd.org

You can also access it directly by clicking here https://printingservices.sbccd.org

# ~ HELPFUL TIP: ‘Bookmark’ or save the Print Shop Pro ordering web page to your ‘Favorites’ to
quickly and easily access the page in the future.

@ SBCCD Printshop Pro  Contact Us Logn

SAN BERNARDINO ‘ COMMUNITY COLLEGE DISTRICT

Current Office Hours

Monday through Friday
8AM to 4PM

GET STARTED ALREADY REGISTERED

Register Quick Copy
To get started click the "Register” button below, complete the reguired fields and click "Submit™ Allows for easy ordering of classroom materials. Paper stocks and finishing options are streamlined and
rials are deliv i 4 business days from th

instructional materials are delivered within 2

Please use vour District e-mail address not vour personal one

PAGE 1


https://printingservices.sbccd.org/
https://printingservices.sbccd.org/

Part I: Registration

If you are accessing the system for the first time, you must complete the registration in order to

submit a print order.

To Register, click “Register” at the middle left of the screen.

@ SBCCD Printshop Pro  Contact Us

SBCCD Printing Services
Crafton Hills College Campus
11711 $and Canyon Road., Building 14

Yucaipa, 389

Front Desk: 909-384-4313

Email: printingservices@sbecd.edu

Current Office Hours
Monday through Friday
8AM to 4PM

ET STARTED

Register
To get started dick the “Register” button below, complete the required fields and dlick “Submit®

-mail a

se your college add not your home addre.

nce completed you will receive an email notification confirming your registration, at that

e note, Printshop Pro will prompt you to enter a user name and password,
| vour exact District user name and password.

|/

jster only once. The process is not instantaneous and we g
your reques

time to approve

The Registration/Log In page will look like this:

SBCCD Printshop Pro

Contact Us

LogIn

Anna Mender, Printing Services Supervisor

Phone: 909-284-4212

For technical assistance, contact:

Anna Menderz

ALREADY REGISTERED

Quick Copy

Allows for easy ardering of dlassroom materials. Paper stocks and finishing options are streamlined and
nstructional materials are delivered within 2-4 business days from the

lorder receipt date (depending on seasonal demands). Instructional materials are delivered

twice a day via the District Warehouse mail delivery.

You can attach your electronic files to the order form or send hardcapy originals using
inter-campus mail to the Printshop: Quick Copy Department.

[ouick copy)

Custom Printing / Color Copy / Design Only
Custom Printing allows for the reproduction of materials that require graphic design, color inks, specialty
papers and various sizes. Please keep in mind, the printing method invelves more preparatory steps than

Enter some basic information in order to take advantage of the features this site has to

offer.

All fields are required.

Enter Your Contact Information
First Name *
Middle Initial

Last Name *

Email Address *
Site / Department * Please Select
Site Mail Stop or Area

Site Address Line 1 *

A
Site Address Line 2
A
Site City *
Site State California ~

Site Postal Code *
Site Country
Create Your Login

User Name

Password *

Confirm Password *

Select an Action

Back

Register

@) shor nelp |
Phone Number * @) shor el |

@] show velp |

Log In
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Please complete all information on the registration page.

# ~ HELPFUL TIP: The Username created MUST be the same as the first part of the user’s district
issued email address (ex. if email is tsmith@sbccd.edu--username for Print Shop Pro is tsmith).

Once you complete the registration, click “Return to homepage”

# ~ HELPFUL TIP: Once registration is complete, the Print Shop will need to approve the new user.
It can take up to 24 hours for approval. The new user will receive an email once the registration
has been approved. If you need approval expedited, email printshop@sbccd.edu for further
assistance.

Once the new user has been approved click “Log In” from the home page and log in using the
registered user name and password under “Registered Users”

Registration is complete and the user is now ready to submit a print order.

Part Il: Submitting A Copy/Print/Store Order

To submit a Copy/Print order, click the “New Order” button on the Print Shop homepage.
(https://webdeskpsp.sbced.cc.ca.us/PSP/app/PSP Start.asp)

e
i % } SBCCD Printshop Pro New Order ~ My Orders Reports Admin More ~ amendez Log Out
o A A

SAN BERNARDINO ‘ COMMUNITY C
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Select Category

“Select Category” of the Quick Copy/Print/Store Order:

&P ssccp Printshop Pro et a8

Quick Copy
Printing

Store Order

SAN BERNARDINO ‘ COMMUNITY COLLEGE DISTRICT

N M_ ]_EJ/ /¢ $BCCD Printing Services
. i Grafton Hills College Campus
11711 Sand Ganyon Road, Bullding 14

Yucaipa, CA 92399

Front Desk: 903-384-4313

Email: printingservices@sbccd.edu

Current Office Hours

Anna Mendez, Printing Services Supervisor
Phone: 909-384-4312

Email: amendez@sbecd.edu

For technical assistance, contact:
Anna Mendez
909-384-4313

Email: amendez@sbecd.edu

Select the category of the print or copy order. (The “how to” steps below are for “Quick Copy” Black
& White Copies). For color or specialty print please select “Printing” and follow the same steps.

Click “Quick Copy”

Step 1: Select Finished Size for Black & White Copies

Click the finished size of the copy/print order

@ SBCCD Printshop Pro New Order ~ My Orders Reports  Admin More ~

Step 1: Select Finished Size for Quick Copy Choose Options

Please select the FINISHED SIZE of your document without regard to the Paper Size (or Parent/Child size) of the paper being used. Printing Services will determine the "Number Up on a Sheet” and make the proper adjustments to your order after it ha
reviewed,

The quantity or number of copies you request always pertains to the number of the FINISHED SIZE (after cut) copies you desire.

82 8% 11
x x x
1 14 17

81/2x11 8-1/2x14 11 x 17
Letter Size Legal Size Tabloid Size

<< Back

PAGE 4



Step 2: Print Order Information

Complete the details of the print order including the name of the job, number of copies, format,

paper type and color. Also indicate if a front or back cover is needed. Once all information is
complete, click “Continue”.

0 SBCCD Printshop Pro  NewOrder - My Orders Reports  Admin  More -

amendez  Log Out

Step 2: 0 Information

JobType  Quick Copy Choose Options - 8 1/2 x 11 Letter Size
Conmtact  Anna Mendez
Phone  909-384-4312

ste  printing Services (DIST)
Edit Site Information

Job Name.
# of Copies. What is this?
Main Paper
Format O 1Sided O 2 Sided
# Originals What is this?

Stock style
ol Bond Copy Paper v What is this?

Stock Weight  20#  What s this?

papercoior IO siee [ o caner
[ [ocem [ 10 coldenrod
[ [OGreen O erey
[ Oowhd [ 0wk
[ o [ ]® whie

Cover Stock
[ Include Front Cover

) Include Back Cover

o _

Step 3: Current Stocks

Verify the details of the paper stock option you selected. Once all information is correct, click
“Continue”.

SBCCD Printshop Pro New Order~ My Orders Reports  Admin  More -

Step 3: Current Stocks

JobName  Test

Job Type Quick Copy Choose Options - 8 1/2 x 11 Letter Size

# of Copies 10

Current Stocks

-m—mm—-

Edit Main Paper Bond Copy Paper White Two Sided

Back Add Another Stock _
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Step 4: Finishing

Finalize the details of the print order by selecting the finishing options. Finishing options include a
staple or paper clips, hole punches and collating. Indicate any special instructions for the copy/print
order. Once all information is complete, click “Continue”.

.; SBCCD Printshop Pro  New Order- My Orders  Reports  Admin  More -

Step 4: Finishing

Binding None  Change

Folding Nene | Change
Cutting None | Change

Hole Punches  None | Change |

e [ R
OE o —

Collating OMNo Collating  @Collate

Special Instructions ‘

Padding

# of Pads lII What is this?

= =

Step 5: Attach Files

Click “Yes” to attach the file for the copy/print order. (If “No — Skip Attaching a File” is clicked and a
file is not uploaded, email the Print Shop a printshop@sbccd.edu to provide further direction.)

; SBCCD Printshop Pro New Order - My Orders Reports  Admin More -

Step 5: Attach Files

@ Attach a File?
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To attach afile, click “Browse” and select the file located on the computer. Type the number of
originals and indicate any special instructions. Once all information is complete, click “Attach File”.

i ‘; SBCCD Printshop Pro New Order ~ My Orders Reports Admin More ~

Step 5: Attach Files

@ Attach a File

Click Here for File Type Guidelines

Click Browse to Selact a File

Select Attachment Type Document v

Special Instructions

Y

ne [y <4

Once the Attached File has been reviewed and approved, the user can upload another file. Once all
information is complete, click “Continue”.

SBCCD Printshop Pro New Order ~ My Orders Reports Admin More ~

Step 5: Attach Files

Attached Files

File Name File Size Type Update Sort Order | # PDF Pages Approuval

Remowve 84353_PrintShopProlnstructions_10122022_AMM.docx 1.1 MB Document o Criginal File =

Total PDF Pages Uploaded [i]

Back Attach Another File _

To view PDF files you will need & PDF viewer, such a5 Adobe Reader.
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Step 6: Billing and Delivery

Review that all information for the copy/print order is correct, including the number of copies and
delivery site. Select the correct account number from the drop-down list.

SBCCD Printshop Pro  MWew Order - My Orders  Reports  Admin

Step 6: Billing and Delivery

Sita

Bllling

Shipping Information

Suggested Due Date

Dalhvery

Mall Stop or Area

Shipping Address

Address?

City

State [Abbreviation)

Postal Code

Once all information is inputted and complete, click “Finish”.

Test

Quick Copy Choose Options - 8 1/2 x 11 Letter Size

*MNo Estimate available.

PFrinting Sarvices [DIST)

Account Number

“You are viewing account numbers for site Printing Services {DIST)...

110.03.57701303

| Show All My Account Mumbers |

1071772022 m

) Hold Fer Pick Up
@ Ship To Address
& Ship to Site

Anna Hendaz
OHC

11711 Sand Camyan Raad

Yucalna

4=m

-

All Quick copy orders have a 3 working day lead time. Rush orders are available on some orders.
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Step 7: Order Process Complete

After the order is submitted, the user will have the option to view the “Order Summary”, print the
“Job Ticket” or “Log Out”.

SBCCD Printshop Pro New Order - My Orders

Reports Admin More -

Order Process Complete

Your order has been submitted. Thank you!

PrintOrder # 84353 ~ View Order Summary

Job Name Test

Print Job Ticket -

Current Status Submitted
Thank you. Your order has been submitted. You may track the

status of your order by going to "My Orders” tab at the top of your
home page.
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Part lll: Submitting a Business Card Order

To submit a Business Card order, click the “New Order” button on the Print Shop homepage and

select “Printing”.

SBCCD Printshop Pro Reports  Admin  Hars

Quick C;
Brinting

Stors Order

SAN BERNARDINO [ §

SBCCD Printing Services

COMMUNITY COLLEGE DISTRICT

4nna Mendez, Printing Services Supervisor

Crafton Hills College Campus

on Road, Building 14

For technical assistance. contact:
Front Desk: 509-334- anna Mende:

Email: printingservices 9033

Current Office Hours
Monday through Friday
8AM to 4PM

GET STARTED

Register
To get started click the "Register” button below, complete the required fields and click "Submit™

nal ane.

Once completed you will receive
point you may begin placing orders.

otification confirming your registration, at that

Step 1: Select the Business Cards icon.

[ e e e e

ALREADY REGISTERED

Quick Copy
Allows for easy ordering of classroom materials. Paper stocks and finishing options are streamlined and instructional materials are
days from the

arder receipt date (depending on seasonal demands). Instructional materials are delivered

twice a day via the District Warehouse mail delivery.

You can attach your electronic files to the order form or send hardcopy originals using
inter-campus mail to the Printshop: Quick Copy Department.

[Step 1: Select Category.

Please choose a category that best describes your request

Fuhich category to 5

fer the size, paper or

shing options you desire, please select the

pporcunicy to view and select al options that Printing Serv

Categories have been updated

Please select carefully

L) L) L)
Quick Copy Quick Copy Quick Copy
Choose No Collate and
oprions Fanishing
Q = Multi-sheet
Pads Labels s
Booklets

= = =

Automated Bulk-Mail Postcards First Class Postcards Standard size Invitation

; | ’

Color Copy Bound Books NCR-Carbonless Forms

alll E

Standard Panel Brochures

4== =

Custom Envelopes

o 1 |

single Sheet

P Certificates and Diplomas

Business Cards Custom Printing

B B ]

Laminate Only.
52.50 per foot.

CHC Magnetic Name Badges

Design Only.
No Printing

KVCR 91.9 Magnetic Name Badges

Adhesive Vinyl-Stickers .
Posters and Banners Corrugated Signs

ozz

SBCCD Magnetic Name Badge SBVC Magnetic Name Badge

Presentation Folders
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Step 2: Select Business Cards.

._ SBCCD Printshop Pro  New Order - My Ordars  Reports  Admin  More -

Step 2: Select Finished Size for Business Cards

All business cards follow a standard |ayout design for the District and campuses.

Requests for design revisions will not be granted without approval from the campus’s respective marketing department.

=
E-

<< Back

Step 3: Order information.

Complete the details of the print order including the name of the job (person’s name on business
card), number of copies (standard number is 500) and format. Once all information is complete,
click “Continue”.

SBCCD Printshop Pro  New Order - My Orders Reports  Admin  More -

Step 3: Quidk Copy and Printing Orders Information

Job Type Business Cards - Business Cards
Cantact Anna Mendez
Fhans I03-384-23132

Stz Printing Services [DIST)

Edit Site Information

Job Name
# of OrigInalks what is this?
Main Paper
Format (3 1 Sided © 2 Sided
# of coples wWhat is this?
Ink Colar 2 Black © Coler < Both
Stask Syl Uncnated Cover ~ What is this?
Stock Welght 1002 - What is this?
Paper Colar {®) wmize - Uncoated [Opagque)

<< Back Continue = -
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Step 4: Business card information.

Please include the following information in this (box) section of this order:
*Department *Site *Name *Title *Email *Phone *Fax

After the information is typed in please click on “Continue”.

| SBCCD Printshnp Pro  Mew Order - My Orders Reports  Admin More -

Step 4: Finishing

Fleaze Include the following Information in thic
[box]) s« ction of this onder *Departmant *Shte

THame *Tike "Enall *Fhone *Fax -

N - K=

Step 5: Attach afile.

Click “Yes” if you would like to order for more than one person. You would then attach a file with
the list of information for the persons needing the business cards.

If you are only ordering for one person and have already included their information in Step 4, you
can click on “No-Skip Attaching a File”.

._i SBCCD Prin]‘shup Pro Mew Order - My Orders Reports Admin More -

Step 5: Attach Files

@ Attach a File?

Back
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Step 6: Billing and Delivery

Review that all information for the Business Card order is correct, including the delivery site. Select
the correct account number from the drop-down list.

SBCCD Printshop Pro  New Order - My Orders Reports Admin  More -

Step 6: Billing and Delivery

Job Hame Test

Type Business Cards - Business Cards

*Mo Estimate available.

She
Printing Sarvices {DIST) v
Bllling
Account Number
Wou are viewing account numbers for site Printing Services (DIST)...
110.03.57701303 -
|5huw All My Account Nurnbersl
Shipping Informeation
Suggests d Dus Date 1072572022 (25
Delvery ¢ Hold For Pick Up
@& Ship To Address
3 Ship to Site
Attn A Hendez
Mall Stop or Area o=
Shipping Address 11711 Sand Carryon Rasd
Addrassd
A
City WuCas
State (Abbreviation] Ch
Postal Coda sz338
Country

Once all information is inputted and complete, click “Finish”.

All Business Card orders have a 10 working day lead time. Rush orders are available on some orders.
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Step 7: Order Process Complete

After the order is submitted, the user will have the option to view the “Order Summary”, print the
“Job Ticket” or “Log Out”.

SBCCD Printshop Pro New Order - My Orders

Reports Admin More -

Order Process Complete

Your order has been submitted. Thank you!

PrintOrder # 84353 ~ View Order Summary

Job Name Test

Print Job Ticket -

Current Status Submitted
Thank you. Your order has been submitted. You may track the

status of your order by going to "My Orders” tab at the top of your
home page.
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