Publication Services

Web Submission Instructions

Welcome to Publication Services new on-line Web Submission.
The new system will allow you to:

e Submit orders on-line
e Review print jobs with all specifications prior to submitting. (For example, you will see
the colors and binding selected.)

On the following pages you will read and see how to use the system. An account has already
been created for you so all you have to do is sign in with your email user id and password.

Go to: https://pubtech.pps.net login screen

Enter your email user Id and Password

l-ogin To Continue

Login
Camainis} Available
ad_ppsnet v
UserName
Passward
Rer er User Na
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Description of Main Page Functions:

Shows you are logged in

Cart — Displays unfinished jobs

Home Button - Return to Main Page

Publication Services weekly message and highlighted items
Menu — Publication Services Menu

Commonly Ordered Items

o kwnhpE

\

# HOME LF ADMINISTRATION

)

SHOP TY CATEGORY \
Prepare for the new school year and order early

t, CONTACT US @ HELFP 3 RAMZI ABU-ADAS -

View all
. Parent/Student Handboolk

Copies
. Staff Handbook 6
—_ Bindery work only
. Scott Foresman
Booklet

) FEATURED CATEGORIES
Envelopes & Business Cards

Forms L
2
¥
Post Cards e . , - &
o <K
Posters X sl ‘ N

Print-On-Demand

School Materials BROWSE

ENVELOPES & BUSINESS CARDS PRINT-ON-DEMAND COPIES

BROWSE

BROWSE

Scott Foresman - all Grades
CD & DVD Duplication

EFI PRINTMESSENGER

& WINDOWS (32BIT .
. %’ i
B mac

glml?
Ll

BROWSE

BOOKLET POSTERS POST CARDS
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By clicking on your name, you can review:

1. Order history and job status

Your profile (name, site or school, address etc.)

3. Saved jobs (jobs started but not finished (must be saved) or jobs submitted,
and saved for future use. (For jobs you frequently request)

4. Saved files: Upload a file and have save it if you frequently order it

5. Spending account: (schools only) Displays school’s Print-Allocation, expenditures
and balance.

6. Logout 1

N

4 HOME L ADMINISTRATION %, CONTACTUS @ HELF

ORDER HISTORY & STATUS

@ S MY PROFILE

ADDRESS BOOK
SHOP BY CATEGORY
Prepare for the new school year and order early PRINT SHOP
View All
. Parent/Student Handbook MY SAVED FILES
Copies
. Staff Handbook MY SAVED JOBS

Bindery work only

. Scott Foresman MY DOWNLOADS

Booklet

SPENDING ACCOUNTS USAGE
) FEATURED CATEGORIES
Envelopes & Business Cards

LOG IN AS BUYER

Forms ey
. oG
TR LOGOUT
Post Cards -I.e‘:-,r;,-::m JE— 4

Posters )
o
Print-On-Demand

School Materials BROWSE

ENVELOPES & BUSINESS CARDS PRINT-ON-DEMAND COPIES

BROWSE

Scott Foresman - all Grades
CD & DVD Duplication

EFI PRINTMESSENGER
& WINDOWS (32BIT)

&

B mac

BROWSE BROWSE

BOOKLET POSTERS POST CARDS
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Print-on-demand:

1. From the left side of the main screen, select “Print-On-Demand,” here you will find
many commonly printed documents.

2. Enter the quantity and select “Buy Now”.

Select Browse to view additional items and to preview the item.

4. Enter the quantity and select “Buy Now”.

w

sl gl dpcager il
e it Resowfe
P T
' |
0 Wﬂtmg j' Name
i Joumal | T
aty BUY NOW [l i 8
WRITING JOURNAL WRITING RESOURCE
3 VIEW BY:
£ it =
Addition Facts m,,ﬂ;:‘ ;
| Toas '

Fﬂ*’i FOSS Diversity of Lite i
: M,
Lab®  Lab Notebook ?We:

ABC BOOKS COMPUTATIONAL FLUENCY FOSS

Portiand Publa fchaciy
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Kindergarten ABC English

Praview

ltern No.:

aty

Quantity

1 or mare

ABCs oll_xindtrg :lrtqn

A4

o

List View & Pricing:

1. Select the lined box for a list view of items.

2. Item Price: In the /ist view mode, hover the mouse over “View Quantity Pricing”

to see the cost.

PRINT-ON-DEMAND

Cuartity Quantity Pricing 2

| .or more 20.31

v
100 CHART

View Qua % ity Pricing

JRD GRADEMULTIPLICATION AND DIVISION CHART

Wizw Ouantty Prising

e DEVELOPMENTAL WRITING SCALE PRE-K-2

Wiz Qusntity Pricing
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Quantity Pricing

40.31

-

s v

Quantity

Buy Now

1l —



CART:

1. Click on the CART icon, to view items ordered. (You can create multiple jobs before
finalizing your shopping, and each item will get its own print ticket.)

1
[} 4 HUME £ AUNMINISTHA DN &, CUNIAGT U @ HELF T ENGLISH (UM ELSIAIES) - B HAMZ ABURLAS -
@ S=arch Froguct v~
CART
DueDate MON June 27 7016 12200 f@ Selected Print Shop = Imaging Services =
Products Quantity Unit Price Total
Subtotal: 58.90
Handwriting Notebook 10 50.89 £8.90
e Item Name: Handwriting Notebook Total: 58'90
W Save for latel
W Remaove

Proceed to checkaut to view final arder total, including

taxes; fees, shipping:
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Scott Foresman Materials:

1. From the main menu, select “Scott Foresman”. You will see the main screen for all
grade levels.

Select the desired grade level to view all items within that level.

To order, select “Buy Now”

Enter quantity desired

Select Unit you desire

Select “Add to Cart.”

Read the pop up box and click on “I Agree.”

NOo Ok wN

Note: Most Scott Foresman books must be ordered only by the unit.

All Categories SCOTT FORESMAN - ALL GRADES

Scott Foresman - all Grades

VIEW BY:

BROWSE BROWSE

SF GRADE 1 SF GRADE 2 SF GRADE 3

BROWSE BROWSE 4 M BROWSE

SF GRADE 4 SF GRADE 5 SF GRADE K
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BUY NOW BUY NOW BUY NOW

SCOTT FORESMAN - GRADE 1 - ADV... SCOTT FORESMAN - GRADE 1 - BELO... SCOTT FORESMAN - GRADE 1 - QEC...
Scott Foresman - Grade 1 - ADVANCED - Scott Foresman - Grade 1 - BELOW - All Scott Foresman - Grade 1 - DECOABLE -

All units units All units

BUY NOW BUY NOW

SCOTT FORESMAN - GRADE1-ONL.. | SF-GRADE1-STRATEGIC DECODA...
Scott Foresman - Grade 1 - ON Level - All Scott Foresman - Grade 1 - Strategic

units Decodable - All units
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Scott Foresman - Grade 1 - ON Level - All units @ Help ¥ Close

Files Job Summary
4 Gr 1:0n Covers.pdf e Files: Gr1 On Covers pdf
* Job Name [ ] el
Scott Foresman - Grade 1- 0N Level - A1l L Quantity : 1
\. Quantity “ Pages Media: SF-Grade 1- ON -Unit 1->Fit content to paper (no)
1

! Print In Color/Sides : Print In Black and White, Double Sided

Binding : Saddle Stitch

Print Options Duplex : Double-sided (duplex)

. Special Instructions :
D Media(SF - Grade 1 - ON... P

Unit Price $0.30  Total Price $0.30 Add to
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At Checkout:

View cost

b

Select preferred shipment option (PONY or pickup)
Add any instructions

After making the selection, click on “Proceed to Payment”

Shipping

Select a shipping address & shipping options

SHIPMENT 1

Please select a shipment type

| PONY | 1
[Customer P\'ck—Ui Eﬁ

Add from Address Book
* First Name:

Ramzi

* Last Name:

Abu-Adas

Site name:

501 M Dixon

LA IRy
PPS

* Email
ramzi@pps.net

Deiivery Instructions

IZ) save to My Address Book

o o

You must click save to proceed with checkout

Add Another Recipient

€= CONTINUE SHOPPING

Publication Services 16.17

Payment

Products

Handwriting Notebook

ftem MName: Handwriting Notebook

Subtotai

Total:

PROCEED

Finish

$8.90

$8.90

10



Order Additional Items:

11

Click on the “HOME” button to return to the main screen to create additional orders.

Booklet Style:

1. From the main menu, select “Booklet” from the column on the left hand side of the

screen
Main 2. Select from pre-defined booklet styles and sizes
Screen | 3. Complete the information requested (sample on next page)
N
\ # HOME £ ADMINISTRATION +, CONTACTUS

SHOP BY CATEGORY
Prepare for the new school year and order early

Wiew All
. Parent/Student Handbook
Copies
. Staff Handbook
Bind
e . Scott Foresman

Booklet

) FEATURED CATEGORIES
Envelopes & Business Cards

Forms ey
@
Post Cards — -

Posters @,

Print-On-Demand

BROWSE

BROWSE a

ENVELOPES & BUSINESS CARDS PRINT-ON-DEMAND

School Materials
Scott Foresman - all Grades
CD & DVD Duplication

EFI PRINTMESSENGER
Y| WINDOWS (32BIT)

»

e mac

BROWSE BROWSE

BOOKLET

POSTERS

Publication Services 16.17

PYRALEN 8 RAMZ! ABU-ADAS -

W

ORDER HISTORY & STATUS
MY PROFILE

ADDRESS BOOK

PRINT SHOP

MY SAVED FILES

MY SAVED JOBES

MY DOWNLOADS

SPENDING ACCOUNTS USAGE

LOG IN AS BUYER

LOGOUT

BROWSE

COPIES

BROWSE

POST CARDS



12

[} M HOME L¥ ADMINISTRATION &, CONTACT US @ HELP ™ ENMGLISH (UNITEDSTATES) « 8 RAMEIIABU-ADAS -

Seq w(l) -

All Categories BOOKLET

Booklet IN THIS CATEGORY: E

EFI PRINTMESSENGER

& WINDOWS (32BIT)

BOOKLET - COIL, COMB AND TAPE . BOOKLET 5.5 X 8.5 FINISHED SELF __ BOOKLET 5.5 X 8.5 WITH COVER
2 Books using Coil, COMB or tape hind Upload your file have your 5.5 x Upload your file have your 3.5 %
8 53addle stitch booklet with same paper 5 saddle stitch booklet with different

BOOKLET 8.5 X 11 FINISHED SELF BOOKLET 8.5X17 FINISHED
Upload your file have your 8:5:x 11 saddle Saddle stitch book such as calendars...
stitch booklet with same paper type

i mac
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Upload a File and Select Print Options:

1. Select “Add Files”

Name the job

Select the quantities you desire (7The system automatically knows how many
pages once the file is uploaded)

Select print type, paper and bindery options

Review the document’s final look

Once done, select “Add to Cart”.

Select “Proceed to Payment”

w N

4.
5.
6.
7.

Bookiet - Coil, COMB and Tape bind Q, Review My Job @ Help ¥ Close

=

* Job Name

* Quantity
1

Print Options

- Size

Final Width and Height

Orientation

Inside Text

l:‘ Media(Bond White 20 Ib)

Frint in €
LI

int-in Blac!

Tabs

Finishing m HH e "

Unit Price Requires Quote  Total Price Requires Quote
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Add Files

&

Upload Files

Upload Files

Alg Chp 5 & 6 2005 TV.pdf

Publication Services 16.17

Saved Files

| Save To My Files

Click on “Upload” to start file
upload process

14
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Upload Files

Alg Chp 5 &6 2005 TV pdf
1677 MB 139
I sion Completed Successfully /

Number of pages

When the upload is the system found
finished, click “Done” in the file

Booklet - Coil, COME and Tape bind Q, Review My Job @ Help X Close

* Job Name Live view once
Muhtiplication 5 .
the file is loaded

* Quantity ' Pages
10 139

Print Options

&

Final Width and Height

| Orientation

Cover selection

! Pomran

Covers

g FrontCover {>| @ Lesm more about these options.

Printan "."L'lEIE{E?i nt | Black
Back Cover 5 Q Print on Outside b
Print on Quteide:Print InBlsck
Inside Text «F . Print on Outside and In [»

D Media(Band White 20 |b)

i Print In Color/Sides
=

" Print In Black and White:Double

Tabs

i b

; m M W
Finishing

Binding [ UnitPrice Requires Quote  Total Price Requires Quote
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Cover Options

Color or BEW .\,‘J' Pririt In Black and White

Filter Size | AnySize ¥
Cover Plapetary Purple 651b
Cover Pulsar Pink 65 1b
Cover Re-Entry Red 6510
Cover Rocket Red 65 ib
Cover Solar Yellow 6510
Caover Terra Green 65 1b

Cover White 65 Ib

Publication Services 16.17

Weight | Any Weight
Bhx1
BESx1
8ax2M
B.5xM
BSx M
g5x M

B5xM

16

Choose paper by size

Or choose by paper
weight

Select OK to Proceed
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Booklet - Coil, COME and Tape bind

Q, Review My Job % Close

@ Help

Files Add Files
-
Immediate view of
* Job Name .
e paper selection
Mufiplication
* Quantity * Pages
1a 139
Print Options.
= | = [
| | Feman
Covers
Fromi Cover
- . g
Print ari Frint in
. Back Cover b
Brint on Out
Inside Text @ Leam more about these options.

l:‘ Media(Bond White 20 Ih)

> &gy Coll Bind

Unit Price Requires Quote

Tabs b g comb Bind
Mo Tabz
Finishing Sy Tape Bind
Binding b
No Binding
B m 35

[>
P
[
o 17715 U e @ [ 5%

Booklet - Coil, COMB and Tape bind

HC_Unit One_2016-17.

-

Q Review My Job

@ Help X Close

* Job Name
* Quantity *Pages
1 49
Print Options
. Covers
Front Cover
\l

Print on Qutside:Print In Black a
Back Cover

LS
# Printon Outside-Print In Black 2

Inside Text

‘Prmt In Color/Sides
-
Print In Black and White-Double
Tabs
No Tabs

Finishing

% Binding
Col BindBlack
Bleed Print
No Bleed
Request Proof
No

Blank Pages

D Media(Bond Standard W...

Select cover paper color
and bindery type

No Binding

b g Comb Bind

| Sy Tape Bind

pm L}

Unit Price $0.87  Total Price $0.87

° .

Home Connection 1 % Worksneet
et
Skt a T e a0 i, R i
e

b = s

3

5 .
@ Leam more about these options. ‘

4

I

Save if you need

g VPl o et e b

to finish later

Add to Cart

¥
‘B
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e

All Categories

Booklet IN THIS CATEGORY: K- Handwriting N... $8.90

EFl PRINTMESSENGER

My | WINDOWS {32817)

»
e e
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'. iplicati Requires Quote
¥ Quantity- 10
BOOKLET Quantity

Quartity - 10

SubTotal

BUY NOW

BOOKLET - COIL, COMB AND TAPE ... BOOKLET 5.5 X B.5 FINISHED SELF ... | BOOKLET 5.5 X 8.5 WITH COVER
Books Uaing Call, COME or tape bind Upload your file have yolir 5.5 Upload your file Raye your 5.5 %

8.5 saddle stitch booklet with sarme paper 8.5 saddle stitch booklet with different

BOOKLET 8.5 X 11 FINISHED SELF ... BOOKLET 8.5X17 FINISHED
Upload your file have your B.5x 11 saddle Saddle stitch book such as calendars..
stitch booklet with same paper type.

12

View items in cart and
select “checkout if ready




Re-Edit a job:

A job can be edited if changes needs to be made, but only if it is still in the CART.

Select job to edit

Select UPDATE when done.

ok bR

Select CART (from any screen, CART box is always available)

Edit screen will become available to make changes

When done updating, select “PROCEED TO CHECKOUT”

|f\> £3 ADMINISTRATION 4 HOME

o

%, CONTACTUS @ HELP 8 RAMZI ABU-ADAS M ENGLISH (UNITED ST7ES) -

vz -~

CART

Due Date | WED August 10 2016 11:00 gg

Products

100 Chart
ftem Name: 100 Chart

Manual
E' Item Name: Booklet - Coil, COMB and Tape bind

4= CONTINUE SHOPPING

Publication Services 16.17

Quantity
2

W Save for later

W Remove
1

W Save for later

W Remove

Selected Print Shop | Publication Services -

Unit Price Total

Subtotal: 50.88
$0.31  $0.62

Total: $0.88

Proceed to checkout to view final order total, including
5026 $0.26 taxes, fees, shipping.

PROCEED TO CHECKOUT =
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Q, Review My Job @ Help ¥ Close

Booklet - Coil, COMB and Tape bind

Final Web Submission..
Publication Services
Waeb Submission Instructions

* Job Name

Manual
WaIT (3 PUBIGTN Saraces now 06 B Wt Sutmisem

* Quantity * Pages

Thes rmn aystern will abow you to:

1 o o Subenit ondors on-4eve

& Riview print jobs with il specifications (nior 1o submting, (For example, you will se
the colars and binding selected )

0 use the systen. An sccou abraady

0n the foliowing poges you wil sead ar
N 1 wilh yous emall Lser i and s

een created for you 0 ol yeu ve

Gubo: itk b Lo g screen

Print Options

- Size Ervier your emal user I and Password
Final Width and Height M
Al Orientation

Covers

Front Cover
\I
\

Inside Text

l:‘ Media(Bond Standard

m 3=
Finishing

Binding [ UnitPrice $0.26  Total Price $0.26
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Shipping
Select a shipping address & shipping options

SHIPMENT 1

Please s=l

| PONY |
Customer Pick-U

Add from Address Book

B ahipmeant typs

* First Mame:

Ramzi

* Last Name:

Abu-Adas
Site name:

501 M Dixon
LUy,

PPS
* Email:

ramzi@pps.net

Delivary Instructions

1L save to My Address Book

m C aﬂcel

You must click save to proceed with checkout

Add Another Recipient

€& CONTINUE SHOPPING

Publication Services 16.17

2

Paymemt

Finish

Products
Handwriting Notebook

ftem MName: Handwriting Notebook

Subtotai $8.90

Total: $8.90

Click here to finalize your

order

PROCEED TO PAYMENT =

21
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Payment Method:

1. Select the “Payment Code” radio button
Use drop down to select appropriate budget:
a. Use the school’s 4 digit code to access the school’s print allocation.
b. Select other codes for consolidated fund, student body fund or other available
resources.
Select “Place My Order” to finish
4. Review Order Confirmation
Watch for an email notification from Publication Services confirming the order.

N

w

o

& @ :

Shipping Payment Finish
. . 1
How would you like to pay?
PAYMENT METHOD Products
e 100 Chart
® Payment Code Budget Code Itern Name: 100 Chart
2a - - _
PAYMENT CODE 0.31
PUBLICATION Services - Cl
to Cost Center Subtotal: §3.10
2b Total: $3.10
5471

535500-101-9999
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Order Confirmation ===

Thank you for your order!

23

|f you chose store pickup, please bring a copy of this erder confirmation when you come to pick up your order.

Order Number Status:

50 User approved Due Date: 7/1/2016 12:00:00 PM POT
As 0F 6/27/201611:36:06 AM POT

Order Date: 6/27/2016 11.36:06 AM PDT

Products

100 Chart

ramzi@pps.
PFS

907 N Dixon
Portland

QR 97227
503-916-3368

Imaging Services
pubtech@pps.net
501 N Dixon
L2-10

Portland

97227

United States

ftem MName: 100 Chart

\init Price

g so3n

Payment Method:
Accounting Codes
PUBLICATION Services - Charge 1o Cost Cemer

5471

503-916-3221

Subtotal 8310

Total $3.10

Hours Of Operation
Order number ¥

0 AM-5:00 P

SHIPMENT 1

il Due date |y

ADDRESS

Ramzi Abu-Adas

501 N Dixen

Portland

OR 97227 503-9156-3368
FPS

ramzi@pps.net

s, PPS Publication Services > X
i_j Mew DSF Order Notification )

Your order has been placed successfully. Crder Number =

¥ X 50 Grder Dus Date 8Time £ 7/1/2015 1200:00PMEDT |

N

Email notification

For any question and help using our web submission, please contact us at:
503-916-3221 or

pubtech@pps.net
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