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¢ Gettin LA?SECE
Started ==

District Links Print Shop
You must first set up your user account for the S
printing website. & oo
On SharePoint (usd497.sharepoint.com), select Printing -
Services from the District Links section. P o e
Click printshop.usd497.org and then fill in the requested me Print Shop
information to set up your user account. T | Empiyse Onlns Website
——— Usenr Guide
e JOO" TN
Mac users, install LawrenceSurePDF. &=
_ | il
1. Go to Mosyle Manager e T
and My Apps. Search in = - i
the upper right corner . wh e 0
(Printshop). Click Install. | =" 1 R
May take 5-10 minutes i e
to install. Restart your
Computer. = Self-Service A A g v , [}
My Tasks i doba Acrobit fobaCrestive m P
2. In Mosyle Manager, Search Adobe and ® Miow i i wizzsis
click Install (Adobe Acrobat Reader DC) e 2 BT ST T
[“% AcrobatBeader TR EOT ven Wnamw T =
@ Yy omescordnmedls,, X+ Oeste 1 i
oot e . You may now open PDFs in the program Adobe
& eomtone 5, Reader DC.
e - : o
P N [ — Note: Be sure you are opening your PDF in the
a | e — Adobe Reader DC program and not the PDF
& s B N reader in Chrome.
£} Usea centifieste
& Meanare objects 1 Sk oversized pages. ::::s«m. L

Select the Printer dropdown and select Lawrence
SurePDF and select print.

gmmw-:‘-m - . imve fu iperd e 1 £ iy «1< 10f1 > 1% Printer v Cloud Printing |
— - [Pl A Lawrence SurePDF |
Nearby Printes

Copies

. ﬂ Vc\uud_pn‘ntjrw
PC users will use Print to Printshop - . . @
When sending something to the print shop: = PRSI i
R K . e Orientation rinters & Scanners Preferences...
Open the item needing to be printed. : Bl
Choose File Print. =
Select Print to Printshop from the options listed. - i | i skranss

? Hide Details PDF cancel (D




Select item Create a Book.

; ‘V
P ZLAWRENCE ~

-
s= Public Schools

Ordering Home. tom Catalog My Ordrs.

Createa Scanto Print

Book = onoSpecilOrcers
\

Upload your
Document

Name book.

Rename Book

New Book Name

Rename

Drag files to change order.
Select Assemble & Order Book.

&
’, W \\

LAWRENCE

Public Schools

Select files to combine.

Favorites Choose Files to Upload
YLEIE my = Documents Q search
 Applications

) Desktop

[ Documents

@© Downloads

Locations
@ Network
Tags

® Red

® Orange

Add more files if necessary.

Editing Options Click & drag to organize your documents

+ hot AnctherDosument «

[ Rename Book -P int Sh
™ Print Sho
Websﬁg

Save for Later = lisen Buide

3 Assemble Book 8

' Assemble & Order Book

sl
) Delete Book
2pages

PowerPoint Presentation -
12 pages 2024-11-

Print Shop User Guide.pdf 13T062952.672.pdf

ju] @ u) ®

Choose options.
Select Approve & Continue.

Editing Options Click & drag to organize your documents

=+ Add Another Document

me Print Sho
Websr}te

===Usen Guide

[4 Rename Book

Save for Later

T Assemble Book

3 Assemble & Order Book «

ey
Sy o

O Delete Book

o101 2ntation -
12 pages 2024-11-
Print Shop User Guide.pdf 13T062952.672.pdf

w Quantity
=,
m Print Sho
I Web?lt.ep
pagels]

Request sample
B Before Fulfment
No

buick Sets

[ BooKiets

ustomize Options
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Mac users,open the item needing to be printed. Choose :,@\I? LAWRENCE * "~ .
File Print. Select LawrenceSurePDF from the options listed. | =~ —  ~ e

PC users, open the item needing to be printed. Choose File
Print. Select Print to Printshop from the options listed.

Select Checkout.
N ame the orde r. select q uantity. ‘Customizing Print Shop User Guide.pdf 4 Rename / Replace © Unit Price ($0.06) £ Iten]
# s me Print Shop
C . 0 = Request Sample Before - 7We bss !}Ee
ustomize Options. B roren © — A
1. Select Color.
Customize Options
Output 1 X
Output %
é ->
B/W
Paper B/W Color Large Posters (bigger Economy B/W with Color
%-) than 12x18)
White-8.5x11

2. Select Paper. Search by color or size.

Paper Options 2 X

Scaling
Scale Down Only

.
-
=N

7 S
1-Sided 2-Sided / Long Edge Flip 2-Sided Tumble / Short
Edge Flip

Plex Color
. Name Color Size Any o
1-Sided
White - 8.5 x 11 white Half-Size Booklet (5 % x 8 %)
white
= Covers Blue -85x 1 blue Half-Size Booklet (5 % x 8 1) blue
- |
yellow
- Goldenrod - 8.5 x 11 yellow Half-Size Booklet (5 % x 8 1) |
| Gray
Gray-85x1 Gray Half-Size Booklet (5 % x 8 %) | green
Binding N ‘
3. Select Scaling. | Scaling ‘ 3
Folding & Punching O]
- Center Scale Down Only Scale To Fit
. 4. Select Plex. Plex 4
A Other 5
oo
-

Special Instructions *




5. Select Covers (if needed).
Choose Same or Different Covers.

2 Scaling
1 -
Ll Scale Down Only
Cover Options 5 X
Plex
% . = Cover Type
1-Sided No Covers v
Az Covers @_) Same Front and Back Covers <l
" Different Front and Back Covers
Choose Paper Options
Binding
paper.
" Blue -85x11 blue Half-Size Booklet (5 % x 8 %) Any
white
Cardstock Blue - 8.5 x 11 blue Half-Size Booklet (5 % x 8 %) m
Folding & Punching | yetlow
anm | green
} Ivory
Cover Options
A Other*
oo .. Choose
- - Same Front and Back Covers v
printing
options.
Spec|a| |nstructions * @ Cardstock Blue - 8.5 x 11 Q
O=>-
= (O Blank Cover (O Printon Inside @ Print on Outside () Print on Both Sides

6. Select Binding (if needed).

You may choose comb, coil,
or staple binding.
Choose the right binding by
document size:
comb: upto200sheets
coil: upto 160 sheets
staple: upto90 sheets

8. Choose Finishing Options.
For cutting, indicate the
number of pieces the
document will be cut into in
the “In Units of” box.

For padding, indicate the
number of sheets per pad

in the “In Units of” box.
Example: wanting 4 notepads with
50 pages in each of them, then the

quantity for the order would be 4
and the “In Units of” would be 50.

Select Binding

None

O (

7. Choose punching or folding

f needed).

Staple

HER

Top Left - Portrait  Top Left - Landscape Twoat Left - Portrait Two at Left - Landscape

IJ
1
Uncollated

=l

1 2

Uncollated

Select Folding & Punching

7

None

Y

Folding

)l

()

Half Fold

&

Tri-Fold-in

&

Tri-Fold-out

Z-Fold

Punch

2

Top2 Top 3

Other Finishing Options

Cutting (may require additional time)

[] Padded (may require additional time) Units

[] Laminating/8.5x11 (may require Units
additional time)

["] Laminating/11x17 (may require additional Units

time)

9. Enter special instructions
for this item, if needed. DO

s | NOT list stapling, laminating,
: binding, etc. You must choose

those in the options menu.

Special Instructions for this Item

9

30/2000

Special Instructions (if any)
Type special instructions here




k Booklets .2

Mac users,open the item needing to be printed. Choose :,@1\3@“%55&5 S
File Print. Select LawrenceSurePDF from the options listed. | — e

PC users, open the item needing to be printed. Choose File
Print. Select Print to Printshop from the options listed.

Select Checkout.

N ame the orde r select q uantity Customizing Print Shop User Guide.pdf 4 Rename / Replace © Unit Price ($0.06) & iten]
Select Booklets. oo .
¥, ]
# s me Print Shop
Request Sample Before WebSIte
Booklets X =Y Fttnent o Usenr Guide
Quick Sets 8
Uploaded File Layout oy o
=
Standard w Already Imposed
Choose if this document still needs to be Choose if this document is already converted
converted to a prlntg:nr:gr%t-mklet format (most (imposed) into a print-ready booklet format. Choose Standard or Already
Imposed. Most documents will
Style be standard.
Select Saddle Stitch.
No Booklet Saddle Stiteh Use drop _down to select
booklet size.
Size/Paper/Covers Select D
( elec one.
Finished Size
Half-Size Booklet (5 % x 8 %) v
Select paper.
Half-Size Booklet (5 % x 8 %) p p
Half-Size Booklet (7 x 8 ¥4) pyE—
ize/Paper/Covers
Full-Size Booklet (8 % x 11)
Finished Size
Choose Paper Choose Covers
Paper Options
Name Color Size CA(:(;'
White - 8.5 x 11 white Half-Size Booklet (5 % x 8 %) Any
& white
Blue -8.5x 1 blue Half-Size Booklet (5 % x 8 %) blue
‘ Il
Goldenrod - 8.5 x 11 yellow Half-Size Booklet (5 % x 8 %) | vellow
| Gray
Gray - 8.5x 11 Gray Half-Size Booklet (5 % x 8 %) | green
| Ivory




Choose Covers (if needed). Select Paper. Select Printing.

- Paper Options X
Cover Options X
Cover TYF’E Blue -8.5x 11 blue Half-Size Booklet (5 % x 8 %) Any
hite
No Covers v Cardstock Blue - 8.5 x 11 blue Half-Size Booklet (5 % x 8 %) —
| yellow
| Gray
| green
Same Front and Back Covers I wory
Different Front and Back Covers .
Cover Options X
Cover Type
Same Front and Back Covers v
Choose punching (if needed).
[[q  cardstockBlue-85xm Q
(O Blank Cover () Printon Inside @ Printon Outside () Print on Both Sides
Punch
L] L] e & 0
™ L]
L]
Top 2 Top 3 Left 2 Left3

Choose cutting (if needed).

Other Finishing Options >

. . . . Units
Cutting (may require additional time)

Enter special instructions for this item, if needed.

Special Instructions for this Item X

Special Instructions (if any)
Type special instructions here

30/ 2000

printshop.usd497.org

785-330-2486 785-330-1789
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® Exceptions ...

Public Schools

; \F
- @ ~LAWRENCE

= Public Schools

File Print. Select LawrenceSurePDF from the options listed.
PC users, open the item needing to be printed. Choose File m W
Print. Select Print to Printshop from the options listed. o

0 Mac users,open the item needing to be printed. Choose

Select My Cart then Checkout.

g Name the order. Select quantity. -

In Customize Options, make document
selections. Then select the grid icon in
the bottom right hand of the screen. P

Print Shop
Website
Usenr Guide

oooooo

K 2 =
= B

9 To change %E

from color

to black ¢

and white, =

click the =

drop icon. =

6 7 é 8

]

-

i

For other types of changes,
right click on the page you
wish to change. Use the drop
down to make your selections.
A snowflake icon will be on all 5

i Change to Color
pages that have exceptions. “

»
o
[ 2
IS

@ Select Paper for Page

.I'I .I .I .I

Ib Select Print Sides for Page >

Q
|

D Blank Sheets >
& 10

|:| Blank Pages >

Show in Preview

The only exceptions that can be made are:

© COLOR OR BLACK AND WHITE ® ADDING BLANK SHEETS

® PAPER SIZE AND PAPER COLOR/TYPE ® SINGLE OR DOUBLE SIDED




Select item Catalog.

g

LAWRENCE

Public Schools

Select Business Cards folder.

Itemn Catalog @ Home > ltem Catalog
>
i -~ LAWRENCE
R — I Public Schools
nnnnnnnnnnnnnnnnnnn -
Upload and Order Your Files B E .
- p——
| - Oy crestes T . My Files Business Cards covio
5 | Your personal files.
Choose Business Card. Use drop down to select quantity.
Click Configure.
Item Catalog Sortby: | A-2 ) .
orthy: | A= Showing:1- 2 tems District iness Card
All Fillin the data t ur own personalized busine? MINIMUM QUANTITY
> My Files 48
v Business Cards Quantity
BMMS | 48 M J
Deerfield - B e 0 -
Early Childhood ;E‘. = 96
Hillcrest 92
LHS Business Cards / District 240
LMCMS District (2 TIuQS) Business Business Cards / District 288
Card District Business Card 336
LS
9 Fill in Data. Select Approve & Continue.
[er—

John Doe
Average Person

Educational Support Center
- 110 McDonald Drive

LAWRENCE Lawrence, KS 66044

—PublicSchools 544 999 9999
www.tester.com

jdoe@usd497.org

af

Book

o wpif

Carrie S.

00

Cart




Select item Catalog.

ny

LAWRENCE * ™™
Public Schools

-
¢ A

nnnnnnnn

nnnnnnnn

tem Catal

"
Createa
Book

Choose Ci3T ticket.

Item Catalog

All

Sort by:

A-

zZv

Showing: 1-1items

et ©

LAWRENCE

Public Schools

Select Ci3T Tickets folder.

My Files

Business Cards

View Products

covip

View Products.

- 0

Ci3T Tickets

Your personal I fles

Calendars

Confidential Envelopes

Use drop down to select quantity.
Click Configure.

Item Catalog
CJLHS Ci3t

@ Home > Item Catalog > Ci3T Tickets > LHS > LHS Cist

> My Files

> Business Cards

I

BOAR with P9 & Lawrsnes igh

> CoviD

> Calendars

: o
v Ci3T Tickets ! P s
BMMS - 120
180
Boys and Girls Club @ 240
LHS « zzs

LHS Ci3t

Fillin teacher's name.

Quantity
60 v Configure

Fill in teacher’s name.
Select Approve & Continue.

Set User Data Fields

R (TGN R O

R.O.AR with PRIDE at Lawrence High@

9 10 11 12

Respect

Our Best Effort

Academic Achievement

Responsibility
Comments:

From: Teacher So and So




0 Select Upload your Document.

@8
LAWRENCE

Public Schools

9 Select Quantity.

; ‘V
- ~LAWRENCE

S Public Schools

,—

nnnnnnnnnnnnnnn

Scanto Print
nnnnnnnn and Special Orders

Customizing sample.pdf @ Rerame  sovsce
p—
¥,
..........
# tpaas Sample
odlTpie
Roquest Samplo BeforoFulliment ’
B " This is a simple|

Customize Options.

Q Quantity
s

>
<1
# Page Count
58 page(s)
Request Sample Before Fulfillment
B v ©
Quick Sets
m Booklets =
Customize Options
g Output o
Large Posters (bigger than 12x18)
Paper =
Poster 18x24 Regular Paper
Scaling =
i| ScaleTo Fit

Plex

B 2
1-Sided

@ Covers

iinding §
Tlding&Punching B
I:?O f.ther* i

Special Instructions *
g

1. Select Output. Select Large Posters.

Output

B/W Color Large Posters (bigger
than

2. Select Paper. Use drop down arrow to select
size. (If size is not listed, choose closest size
and indicate correct size in special instructions.)
Choose paper (regular for disposable projects,
glossy for normal projects, Tyvek for outdoor or
long term projects).

Paper Options
) col
Name Color Size Any
Poster 18x24 Regular Paper white Poster 18x24 s
Poster 18x24
Poster 18x24 Glossy white Poster 18x24 e
| Any
Poster 18x24 Tyvek white Poster 18x24 2 Poster 18x24
| Poster 24x36
: Poster 36x48

3. Select Scaling. Choose Scale To Fit.

Scaling X

] &

Special Instructions for this Item

4. Select Special instructions if
needed. Type in approximate
dimensions.

Select Approve & Continue.




kCheckout

Select Cart. Click Checkout.

Select Add Recipient.

g

LAWRENCE

Public Schools

» 2 2020-07-24 ALL PA word ©
cards.pdf

1x $256.00

X

Checkout

Education Support Center
Creative Designerprinter, Lawrence Public Schools
CSelim@usd497.org

® Home > Checkout

2. Payment 3. Review Order Summary
Cart Subtotal: $0.44
Ship To +Add Recipient Shipping: $0.00
Estimated Tax: $0.00
Carrie Selim
[ Change S0.44

View Price Breakdown

Cart ID: 153091

Step 1- Add Recipient

Search Addresses Carrie Murphy

Carrie|

Sunflower

cmurphy@usd497.org

@) Edit or Delete Addresses Choose this Address

Create New Address ]

Carrie Selim 77

Education Supp g

Creative Design

CSelim@usd497.9

Choose

Lawrence Public Silools

this Address

p 2 - Choose Ship Method for New Recipient

Shipping Method Estimated Delivery Date

Delivered by inter-school mail

Tuesday, November 19, 2024

. Hold for pickup

" Pick up during business hours Monday, November 18, 2024

Add Shipping Instructions for this recipient

< Back

Step 3 - Choose Quantities for this Recipient

Details...

< Back

+ Add Another Recipient

Product Details Quantity Unit Price
District Business Card =
Quantity
#Pages: 1 48 v $0.01
Finished Size: 11x 17
2020-07-24 ALL PA word cards.pdf &
#Pages: 64
Finished Size: 18 x 24 Quantity
) 2 $256.00

Done

Subtotal: $256.52

1. Search for the recipient by name and
select Choose this Address. If the
recipient is not shown, select Create
New Address.

2. Select delivery method. Click Next.

3. If there is only one recipient,
select Done.
If the order is split, change quantity
for first recipient. Then select Add
Another Recipient. Repeat steps 1-3.
Select Done.




Select Add Recipient.

Checkout

& 1. shipping

Billing Address

Carrie Selim
Education Support Center
Creative Designerprinter, Lawrence Public Schools

CSelim@usd497.org

Payment Method & Account Codes

Charge code*

2. Payment

Charge code

Click 'Add More' to add another Charge code for split billing.

Add Billing Instructions for this order

< Back

Start a New Cart

3. Review

4 Change

~ Collapse All

Split
@ 0 %

Continue >

Checkout

1. shipping

Billing Address

Carrie Selim
Education Support Center
Creative Designerprinter, Lawrence Public Schools

CSelim@usd497.org

Payment Method & Account Codes

Charge code*

Charge code
0110003203

Charge code
0110003205

Click ‘Add More' to add another Charge code for split billing.

Add Billing Instructions for this order

< Back

2. Payment

3. Review

[ Change

~ Collapse All

@ Home > Checkout

Order Summary

Cart Subtotal:
Shipping:

Estimated Tax:

$1025.56
$0.00

$0.00

$1025.56

View Price Breakdown

Cart ID: 153092

Items in Cart

District Business

Card
144 x $0.01

2020-07-24

4 x $256.00

ALLPA

word cards.pdf

1.

Input Charge
Code. If code is
unknown, use the
magnifying glass to
search for account.

Account Codes %

Search for account codes.

0110000036 - 36 DIPLOMA COMPLETION TEACHER INSTRUCTIO!

0110003203 - 03 LMCMS CI3T

0110003205 - 05 WMS CI3T

0110003207 - 07 BMMS CI3T

0110003212 - 12 CORDLEY CI3T

0110003213 - 13 DEERFIELD CI3T

0110003216 - 16 HILLCREST CI3T

0110003218 - 18 PRAIRIE PARK CI3T

[
l
[
[
[
l
[
[
[
l

|
|
)
|
mp oriovoszos oo s st ]
|
|
|
|
J

0110003220 - 20 NEW YORK CI3T

Split o
a || s %

Split o
@ s0 7

Total Split Percentage: 100%

@ Home > Checkout

Order Summary

Cart Subtotal:
Shipping:

Estimated Tax:

$1025.56
$0.00

$0.00

$1025.56

View Price Breakdown

Cart ID: 153092

Items in Cart

District Business

Card
144 x $0.01

4 x $256.00

=

2020-07-24 ALL PA
word cards.pdf

@

2.

If there is only one
account code,
select Continue.
If there is more
than one account
code, change
percent in Split.
Then select Add
More. Repeat
steps 1 and 2.
Select Continue.




Enter Order Name. Review order. Select Complete Order.

Checkout @ Home > Checkout
6/ 1. Shipping @ 2. Payment 3. Review Order Summary
Cart Subtotal: $0.44
Review Your Order Shipping: -
Estimated Tax: $0.00
Order Name *
Test Booklet $0.44
View Price Breakdown
Product Details Quantity
Cart ID: 153091
TEST BOOKLET.pdf &
# Pages: 58
Finished Size: 8.5 x 11
1 X
Details...
Shipping & Billing & Payment Method &
Carrie Selim Carrie Selim Charge code: 0110003203
Education Support Center Education Support Center

Creative Designerprinter,
Lawrence Public Schools

CSelim@usd497.org

Creative Designerprinter,
Lawrence Public Schools

CSelim@usd497.org

4

< Back Start a New Cart Complete Order
=
- t All v Search for items. Q E . A . E
- <~ LAWRENCE e
7= Public Schools
Ordering Home Item Catalog My Orders
Checkout @ Home > Checkout

Thank you for your order!

Your order (153091) has been placed. You will be receiving shortly and will when you is ready.

Start a New Order




¢ Freg \J(ently °
Questlons

Public Schools
How do | choose only certain
pages from a document to print?

Open the PDF. Choose to print to Lawrence SurePDF. In the print dialog box, in the Pages to
Print section, choose pages and put in the pages that you want to print, i.e. 3, 12, 15-22, etc.

Q How do | order labels?

Order as normal. Make all of the selections except for paper. In the instructions box, put
“Labels.” Labels are $ .10 per 8.5x11 sheet.

Q How do | order magnets?

Order as normal. Make all of the selections except for paper. In the instructions box, put
“Magnets.” Magnets are $3.00 per sheet. Magnet sheets are 12x18.

Q Why do some of my pages show up as different sizes?

Some pages will be slightly larger than 8.5x11 and will automatically be changed to then
8.5x14 or 11x17. To keep this from happening, select Scale to fit in the scaling section of
Preview/Change Options.

Q How can | make sure | get the right quantity of pads?

A When you choose the Padded option in Preview/Change Options, it will have a box that says,

“In Units of.” This is how many sheets of paper you want in each pad. The quantity of the
order is how many actual pads you want. To be absolutely sure, in the instructions put,
“(quantity) individual pads.”



Why will it not let me choose the type of binding that

| want?

The number of sheets of paper (not pages) determines the type of binding that you may
choose. Anything may be stapled up to 90 sheets. Documents that are at least 4 sheets of
paper up to 28 sheets of paper may be saddle stitched (each sheet of paper is 4 pages in the
document). Comb binding is available for documents that 20-200 sheets of paper. Coll
binding is available for documents that are 30-160 sheets of paper.

Why was my re-order different from when | initially

ordered it?

When re-ordering from your files, make sure to choose all of your selections in
Preview/Change Options. Remove any old instructions.

Q Can | make different orders from one document?

If you have different finishing options, for instance some of the document is stapled and some
is not, or if you would like different quantities of some of the pages, then you must place a
separate order for each one. Choices such as different colored pages or single or double
sided options can be within one order. For questions regarding what is allowed within a single
order, please refer to the Exceptions Guide.

Q Why was my order not cut?

We can only make straight cuts that are no smaller than 2 inches. If your cuts are overly
complicated, they will not be cut.

Q What if | don’t know how to place my order?

A Give us a call! We will walk you through the process.

+

printshop.usd497.org

785-330-2486 printingrequests@usd497.org



GLOSSARY OF PRINT TERMS o8

LAWRENCE
BINDING ~ Public Schools

A book is made using plastic bindings. Comb and coil bindings must
have cardstock front and back covers. Choose the right binding by
document size:

= comb: upto 200 pages coil: upto90pages

Comb Caoil

BLACK AND WHITE/COLOR EE
When no color is going to be printed, then it is considered black and white. .
If any color is to be printed, then the document is considered a color print t L —

job. There is no added charges for a black and white document. ==
B&W Color

COLLATED/UNCOLLATED

Collated copies are in page 1-2 order for each
set. If they are uncollated, the amount
requested of the first page is printed, then
that of the second, and so on.

@

Collated Uncollated

COMBINE FILES
This option allows you to make one document out of separate files.

COVER

This option allows you to change a few options, including the stock of the first and last
pages, as well as whether you would like the outside or inside of the cover to display any
printing.

CUTTING ﬁ

The job may be cut into rectangles. The smallest cut size is 2 inches. %E

EXCEPTION
This option is used when you would like to use special formatting on certain pages, like
making certain pages one-sided in a two-sided document, or vice versa. This does not
omit pages. Only submit documents with the pages you would like to be printed.

FINISHING

Finishing options refer to how you would like your documents sorted or bound. Always
review your finishing options before submitting an order.

FOLDING

There are four types of folds available: i
Half fold will fold the order in half in either direction. = L
Tri fold in is a type of fold that creates three N
segments in a sheet with the front page on the Half Fold 3 Fold-in 3 Fold-out Z-fold
inside. Tri fold out creates three segments in a sheet with the front page on the outside.
Z fold is a tri-fold option where the page is folded in a zigzag order.




LAMINATING
Laminating machines heat up clear vinyl that encapsulate documents, creating a sealed,
smooth looking resulit.

PADDING

This is the way to create a tear off binding for a pad. The document is brushed
with an adhesive on the edge. The adhesive will dry and stay flexible.

Print shop does not pad anything under 25 sheets.

POSTER

Posters are referring to any document larger than 12x18. The standard poster sizes are
18x24, 24x36, and 36x48. There are 3 types of papers to choose from: Select regular for
very short term use. Select glossy for most normal projects. For any long term or
outdoor poster, choose the Tyvek option.

PUNCHING |
The three hole punch option is used when the materials are to be J ‘ . —
placed in a 3-ring binder. It's best to have at least a .5 inch margin on A Y =
the punch side. ==

SADDLE STITCHED

A saddle stitched booklet is when pages are folded in half along the short
edge of the paper and stapled on the fold, creating a booklet. The booklet
will be half the size of the original paper.

STAPLING oo | [Cooem | [Commm
Stapling is a finishing method where the
document is kept together with staples.
Staples can be put in the corner or on the
side of the document.

o)

(NN
o
L

== ||==| Corner Side Top

SURE PDF
SurePDF converts documents from their original application to a print-ready PDF that is
optimized for commercial printing equipment.
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