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Publication Services 

Web Submission Instructions 

 

Welcome to Publication Services new on-line Web Submission.  

The new system will allow you to:  

 Submit orders on-line  
 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 
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Description of Main Page Functions: 

1. Shows you are logged in 
2. Cart – Displays unfinished jobs 
3. Home Button - Return to Main Page  
4. Publication Services weekly message and highlighted items 
5. Menu – Publication Services Menu 
6. Commonly Ordered Items 
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By clicking on your name, you can review: 

1. Order history and job status 
2. 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 
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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”. 
3. Select Browse to view additional items and to preview the item. 
4. Enter the quantity and select “Buy Now”. 
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List View & Pricing: 

1. Select the lined box for a list view of items. 
2. Item Price: In the list view mode, hover the mouse over “View Quantity Pricing”  

to see the cost. 
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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.) 
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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. 

2. Select the desired grade level to view all items within that level. 
3. To order, select “Buy Now” 
4. Enter quantity desired 
5. Select Unit you desire 
6. Select “Add to Cart.” 
7. Read the pop up box and click on “I Agree.” 

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

 

 

 

1

2



8 
 

Publication Services 16.17 

 

 

 

 

 

3



9 
 

Publication Services 16.17 

 

 

 

 

 

  

5 

4

6

7



10 
 

Publication Services 16.17 

 

At Checkout: 

1. Select preferred shipment option (PONY or pickup) 
2. Add any instructions 
3. View cost 
4. After making the selection, click on “Proceed to Payment” 
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Order Additional Items: 

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 

2. Select from pre-defined booklet styles and sizes 
3. Complete the information requested (sample on next page) 
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Upload a File and Select Print Options: 

1. Select “Add Files” 
2. Name the job 
3. Select the quantities you desire (The system automatically knows how many 

pages once the file is uploaded) 
4. Select print type, paper and bindery options 
5. Review the document’s final look 
6. Once done, select “Add to Cart”. 
7. Select “Proceed to Payment” 
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Click on “Upload” to start file 

upload process

1 



15 
 

Publication Services 16.17 

 

 

 

 

When the upload is 

finished, click “Done”

Number of pages 

the system found 

in the file

Live view once 

the file is loaded

Cover selection
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Choose paper by size 

Or choose by paper 

weight 

Select OK to Proceed 



17 
 

Publication Services 16.17 

 

 

 

Immediate view of 

paper selection

Select cover paper color 

and bindery type 

Save if you need 

to finish later 

Add to Cart 
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Re-Edit a job: 

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

1. Select CART (from any screen, CART box is always available) 
2. Select job to edit 
3. Edit screen will become available to make changes 
4. Select UPDATE when done. 
5. When done updating, select “PROCEED TO CHECKOUT” 
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Click here to finalize your 

order 
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Payment Method: 

1. Select the “Payment Code” radio button 
2. 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. 
3. Select “Place My Order” to finish 
4. Review Order Confirmation 
5. Watch for an email notification from Publication Services confirming the order. 
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For any question and help using our web submission, please contact us at: 

503-916-3221 or 

pubtech@pps.net 

Order number 

Due date 

Email notification
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