Welcome to

NORTH ORANGE COUNTY

COMMUNITY COLLEGE DISTRICT DlStrlCt Prlntlng & DeSIgn
Online Ordering System!

REGISTRATION TO PRINT SHOP PRO:

from your desktop computer, go to this address. The system works best in Chrome or Firefox.

You will want to bookmark the address below - note if you are looking remotely, you must be
logged in to your VPN to access the site.

https://printshop.nocccd.edu/PSP/app/PSP_Start.asp

Click Log In on the upperright hand corner.
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MNOCCCD Online Ordering  Contact Us
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We are excited to launch our on-line print ordering system. We hope that you will find
this helpful and save you valuable time.
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Log In
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NORTH ORANGE COUNTY
COMMUNITY COLLEGE DISTRICT

NOCCCD Online Ordering Contact Us

EXISTING USERS (WHO WISH TO LOGIN):

1. Enter your Banner ID {no @) and Password

FIRST TIME USERS (WHO ARE REGISTERING): IET:;%:;;SANNER ID and

1. Enter your Banner ID and password below
2. Complete the Registration information page

3. Please email mfarias@nocccd.edu with the FOAPs to be associated with your
account to complete the registration process

4. You will be notified by email when your account is approved

Registerad Usars

User Name ll Gjﬁhow Help
Password . 9 Show Help

Click LOGIN and it will direct you to the next screen where you will complete your Registration Profile.




REGISTRATION PROFILE

Make modifications to your profile if necessary, when complete click on the "Update”
button below.

Contact Information

First Name * Rebecca
Middle Initial |
Last Name * |Gui||er1
Email Address * |rgui|ll=r1®r1uu.ul-zdu 0
Phone Number * (714-808-4595 ="y O show felp | Complete the information.
Site / Department * [Please Select ® v o {
Site Mail Stop or Area | o Select your campus and
Site Address Line 1 * 1830 W. Romneya Dr. @) show nelp | department by clicking

_ on the arrow for a drop

4 down list.

Site Address Line 2

Site City * | Anaheim

Site State | california v |
Site Postal Code * W

Site Country |

Available Budget Codes
View Budget Codes

Select an Action el
*® RES

L 4 L 3
s Update » Back
- L4

Must Click Update
Very important or
your information will
not be saved.

CONGRATULATIONS!

You have registered. You will receive an email when your account is activated.




PLACING AN ORDER

https://printshop.nocccd.edu/PSP/app/PSP_Start.asp

NOCCCD Online Ordering Contactus

EXISTING USERS (WHO WISH TO LOGIN):
1. Enter your Banner ID (no @) and Password
FIRST TIME USERS (WHOD ARE REGISTERING):

1. Enter your Banner ID and password below

2. Complete the Registration information page

3. Please email mfarias@nocccd.edu with the FOAPs to be associated with your
account to complete the registration process

4, You will be notified by emaill when your account Is approved

- .l ey I ~
. L

Registered Users ‘G‘ '~’
User Name ,1| ] ’$ 0
Password : ] ‘. al Show Help

L ] F

. m R Login with your user name and password.

.

ORDER CATEGORIES

After successful login, you will be taken to the home page.

NOCCCD Online Ordering m My Orders  Reports  Admin  Mors =

Print / Projoct
Business Cards
} Stationery

Farms and Engraving

NORTH ORANGE COUNTY
COMMUNITY COLLEGE DISTRICT

CLICK ON “NEW ORDER"” THERE ARE 4 CHOICES:

1. Print/Project - Here you will find quick copies, color copies, brochures, posters.
2. Business Cards - Business Card templates for your campus.

3. Stationary - Campus specific letterhead and envelopes

4. Forms and Engraving — stock forms, certificates, name badges, desk signs.




A

PRINT/PROJECT

Select what best describes your request

SteP1  seLecT CATEGORY

Step 1: Select Category

What best describes the Category of your Printing Request?

Announcemant
Envelopes

[
i
|

2 T

'S Black Ink Copies * Color Copies Brochures NCR Forms

~ .
.---‘+

Example - Black Ink Copies

mn = i
— FC Diploma
Board Agenda Books or booklets Business Envelopes Design Only Envalopes-Catalog
Hard to Q
R Explain/Custam LATIRRES S0y Manual Posteards Posters/Banners

]

x

1"
Presentation Folder

Step 2 SELECT FINISHED SIZE FOR BLACKINK COPIES

Step 2: Select Finished Size for Black Ink Coples

It teed Glescribes the Pinish Sioe of your Printing Regees!?

E8

* |4 G Select Finished Size

B-1f2x 11 B-1/2x 14 11x17 |




Step 3

Job Type
Contact
Phone

Slte

Job Marme

& of coples

Main Paper

Format

2 Originals
Ink Caler

Stock Style

Stock Weight

Paper Calor

k< Back

[ ]
A 4

[ ]
<

Continue >>

*The color displayed is a close approximation of the paper color. Due to differences in monitor displays the actual paper color may vary.

PRINT ORDER INFORMATION

Black Ink Coples - 8-1/2 x 11

Rebecca Gulllen
714-BOB-4599

DIST/Print & Design

Edit Site Information

Sample Job

-
=" xS

>
100 8 What is this?
4

..---“

@ 1Sided () 2 Sided

- Eaw
" "a

L 2
1 I<Wha: is this?

*
..---"
(® Black

Bond

0% What is this?

o
B O sright Green
—

O Buff
() Cream

o -

() Orchid

() Salmen

-
e" N

i
» .‘Hhat is this?
L

[ Cree
-D Bright Pink

() Bright Yellow
) canary
) Goldenrad

Number of copies, total finished
sets you need to have back.

Number of pages, you'll need to
count the originals.

Use the down arrow to toggle
between different weights.

Choose your color of stock.




Step4  rNisSHING

Step 4: Finishing

LT Click on “Change” to toggle
binding B toce | crange ¥ 4 between None and bindery

“amm* .
(Ennne CE"“" 1708 Ciaminating (8 1/2 x 11} choices.

oElm..,

Cutting Nene | Change

(@rone (EIHM!L‘ u-.-uu:u-

Neme  Change

@rona C‘El““ G[El“”'
Collating Mo Collating CCollate

i

Hala Punched

Special Instructions {Indicate
Shrink Wrap request hara):

[

StepS  ATTACHFILE

@ Attach a File? 4 Attach PDF file by choosing Yes

If you ARE NOT attaching afile to your order, send your originals to District Printing and

Design and attach a copy of the printing request to them (you have the option of printing a copy of the
request at the end of your order).

NOTE: Check the quality of your originals before submitting. What you submit is what you will
getin return. We do our best to fixed skewed copies, darken light copies, and clean up images.

We will NOT print anything that clearly has a copyright without permission from the author or publisher.




Step 6 BILLING AND DELIVERY

Step 6: Billing and Delivery

Job Name Sampie Job
Type Black Ink Copies - 8-1/2 x 11

*Please contact our office for
an estimate for this request

Site -
DIST/Print & Design v === Your site should show up here
Billing You are viewing all account numbers...
LN IS
4000-1220-44110-677 & -
14000-1220-44110-6770 TS Your default
Additional Billing Instructions t bUdget number
{Enter new account number hers) will show hel'e, use
o the toggle button
Shipping Information to seIeCt the
correct one.
Suggested Due Date 09/06/2023 Suggested Due Date s required.
Delivery () Hold For Pick Up
) Ship To Address Select a due date.
@ Ship to Site The default due
date is a minimum
site  DIST/Print & Design of 4 days. Due
to the volume of
Attn Sample Name work, and to be fair
to others, please
Mail Stop or Area submit your work
in a timely manner.
Shipping Address 1830 W. Romneya Drive If you need a quick
turnaround, please
Sdmasac p contact us and we
will do our best to
accommodate you.
City Anaheim
State (Abbreviation) CA
Postal Code Q2801
Country
=i ire, Click finish to

Back

*
',.m N < submit your order.

.---"




ORDER PROCESS COMPLETE

Once submitted you will receive an email confirmation from Print Shop Pro.

Your order has been submitted. Thank youl

Print Order # 15387 View Order Summary Print Job Ticket

Job Mame Sample Name
Current Status In Production

Thank you for your arder. Please Click Print Ticket al:ld sand it to
the Printshop with the necessary artwork.

Add Another Print Order to this Project

Order Process Complete

Click Print Job Ticket to print
a hard copy of your request to
submit with your originals

if you did not attach them.

Follow the same basic steps for all other print categories—

If you are unsure which category your project fit under, select “Hard to Explain/Custom

G : [l

o®"""n

J :'o .“. [_ X =

.
F Hard to

"!uﬂthfcuﬂum *

L 4
Presentation Folder

...A-"

Black Ink Copies Color Copies Brochuras NCR Forms Pads
"y
o
_— [ |
m o= EY
e | [ |
) s L
Board Agenda Books or booklets Business Envelopes ‘Dnlgn Only yY Envelopes-Catalog
L/ L 4
ame

Laminate anly Manual Postcards

Announcemant
Envelopes

FC Diploma

]

Postors/Bannars

Use only if you don’t know

what category suits your

Use this if you only need
something designed with
project! NO PRINTING



NEW ORDER > BUSINESS CARDS
NOCCCD Online Ordering m My Orders Reports Admin  More ~

e e U . ..

(] " Business Cards
gy

..{

L m . - -
Sta?iu-ngrf ===

Click New Order > Business Cards

Forms and Engraving

A screen will pop up with campus specific business card templates -
Click on your campus

Select Your Item

[

BIST Bouness Caedi

NOCE

AT ORARGE

NOCE

= TH DRLA R

NOCE

MIMTH CRARGE

NOCT AMA Rouness Cordy KOOT 7P Businesx Cards KOCE WIL Buminews Cardy

TS

Build Your Item

Erica Kane

Conmstilon

Diinabifity Supgort Services
Anabesn Camgus

130 W Firmiesya D
Aawabtinn, A SHIN

Fill in the text boxes with th card information. If you enter a
field with an invalid format the system will alert you. Read
the instructions under the prompt for the correct format.

NOCE

HORTH ORANGE

P 714808 5555
- T4 BO8 5555
E: ehnned@noon. e

Titde:

Dapartment {optional):

Ermall Addrada:

Ty Dty

Speeinl Prejedts

SEudent Suppar Serioes

Flease enter in Fax number as sean in the given axample {Le. 714.808.5555). Fax number is optiona

e Bnoce. ey

Phone & T14.808.5555
Plegae gnter in Phone Aumber a5 seen in the given exampls (i.e. 714 B08.5555)
Fax #: 7148085550

Back

Ploase use your Snoce.edu emall address




Click Continue at the bottom to see a preview of your card

If your card is not the standard set up or has additional lines of information-fill out the order to
the best of your ability. Note any extra information in the special instructions box.

Q 1| 0f1 — | 4+  Automatic Zoom - I 2 |»
John Doe .
Special Projects To close preview,
Student Support Services click X at the top.

Anaheim Campus
N oc E 1830 W. Romneya Drive

NORTH ORANGE Anaheim, CA 92801

COMTIMNUING EDUCATION

P: 714.808,5555
F: 714.808.5550 Note: some titles/Depts.

€-Jacenoce e will distort the fixed
spacing. We will fix it!

Proofread Your Order

Werify the text for this order is correct and click "Continue.” To make changes, click "Back.”

NOCE ANA Business Cards

Erica Kane
Counselor
Disability Suppart Sérvices

NOCE e
1820'W, Romneya Drive

HORTH QMNGE Anaheim, CA 72801

P: 714 B08.5555
F: 714.808 5555
E: ekane@noce edu

Preview PDF

Name: John Doe
Title: 5pecia[ F'rDjEttS
Departmant (optional): Student Support Services
Phone #: 714.B0OB.5555
Fax #: 714.808.5550

Email Address: jduﬂ@nnce.edu

rexe approvecs® A TR Check these two boxes to
L 8 “. ‘ approve and click continue,
Digital proof acceptel s or ukse t::e back button to
make changes.

L 4 *
L ams L
Back Continue |




Complete the order information - contact, site, budget number and select quantity
Contact and Order Information

NOCE

HORTH ORAMGE

NOCE ANA Business Cards

Order Information

Fab Hama ROCE AMA Buainess Canse fer John Dog
Who are you ordering this for? ex: Business Cards, B, Green
Contact Information
Contact Name Carty Sion
Fhane Number T14-B08-555%
Site [ Dept DIST/Print & Design b

Budget number

T4000- 1 XF0=44110-67 70 -

Adational g Insrctions (e v Use this box to add information,
< additional phone #’s, etc...

Quantity
(O 100 {$25.00)

(® 250 ($30.00)
) 500 (545.00)

Special Tnstructions

Shipping Information

Select delivery date and
it | G ] ‘ shipping info. if different from
what is populated.

Dalivery () Hold For Pick Up
1} Ship To Address
& Ship to Site

Site DIST/Print & Design
Ann Carly Simon

Mnll Stop or Arma

Fhipping Address EED W Fomnaye Drive
AddreasT
P
ity Anurwim
Sate [ Abbreviabhen ) [+
Postal Code 92801
Couwntry

S




Click Continue to go to order summary - click Finish to submit the order.

Order Summary

Order #: 15388
Order Name: NOCE ANA Business Cards for John Doe (250)

Total Price: £30.00

Preview PDF

Template Field Entries
Name: John Doe
Tithe: Special Projects
Department (optional): Student Support Services
Phone #: 714.8B08.5555
Fa #: 714.808.5550

Emall Address: jdoe@nooe.edu
em NN,

L4 .
] ) )
| |

- I S
*

v v
®apn’®

*

Order Process Com plete.

Your arder has been submitted. Thank youl
IThark you, Your order has been submitted, “‘is screen is your order
confirmation - click on View
Ordar Mama:  NOCE ANA Business Cards for John Doe (250) (250) View Order Duetails ‘— Order Details to take you to
P, sl the next screen where you
can print the job ticket for
your records or to submit
with a custom card set up.

Grder #; 15388




NOCCCD Online Ordering HewOrmler - HyOvders  Reporis  Admin  Mere - BATEFARD

Order Detail for Order I 1328 . You can print the job ticket
e cmvorer | |peanim 4 < for yourrecords or to submit
with a custom card set up.
I MOCE ARA Businass Cards for John Dos | 150] {358] Wites e it
T B DHT ol i D ekt Doty purral LoD e B WL

Bt Crrirasd L T

e HA-R0R- VI SRS TR POS PRI | e S | gl g e S et | e Camgas | F I B S | e, Db $3001 RIS A4 F | Ao i
Bl DR 0y e S

izl BUT L Copien) e o 10w T b (1] ]
Aferameay
NOCE E.mw_mmm I Dbt f esn o e, e Pl i g

[
Faidamy Ve
Catiny [,
et Pk (o5
Coilate

s amil 50 W e Do
dddeuml

Erp, Wain, Paeital Cods a8 GEEL
Cmariry

irrppiny Frass T e 55
e R

Cavimra: tstn

Back Cogry Oides Frint Ticust

Follow the same process for envelopes and letterhead.
Follow the prompts, it’s pretty simple!

Remember if your project deviates from the standard set-up, fill out the information as much as

possible, then send us a copy or the special verbiage.

Build Your Item

DIST #10 Reg Envelope 3 color

department name [all caps): Printing and Design

Departmant name needs to be in CAPS.




B Q 1| of1 -

NORTH ORANGE COUNTY
COMMLINITY COLLEGE DISTRICT

Printin
T

1B W Aomneya Drive - Anahesm, CA G2R05-1TH1%

+  Automatic Zoom

e

To close preview,
click X at the top.

Proofread Your Order

Werify the text for this order is correct and dick "Continue.” To make changes, click "Back.”

DIST #10 Reg Envelope 3 color

@ —

Preview PDF

department name (all caps} PRINTING AND DESIGN

..y
Text appmﬂ‘ ~‘
| ]

" 4
Digital proct -mm-ﬁ’ "

ame

Check these two boxes to
approve and click continue,
oruse the back button to
make changes.




V —

DIST #£10 Reg Envelope 3 color

Order Information

Job Name

Contact Information

Contact Name

Phone Number

Site | Dept

Additional Billing Instructions [Enter new
Account numbar hare)

Quantity

Special Instructions

Dést. Printing and Design Regular Envelopes

Who are you ordering this for? ex: Business Cards, R. Green

HMenica Farias

Fl4-B08-4603

DIST/Print & Design ¥

Budget number

14000-1220-42110-67 70 b

() 500 ($55.00)
) 1000 ($105.00)
® 1500 (5145.00)
) 2000 ($195.00)
() 2500 ($240.00)
) 5000 (£470.00)

Contact and Order Information

If you do not see your budget
number in the drop down,
you can add it here.

Continued on next page



Continued from previous page.

Order #: 15389
Order Name: Dist. Printing and Design Regular Envelopes (1500)
Total Price: £145.00

Preview PDF

Template Field Entries

departmant name (all caps): PRINTING AND DESIGN

emmE,

i L4 L)
A L4

L2 2 ?
AN W B

This screen is

your order
Order Process Complete. c?nﬁrmatlon :
click on View
Your order has been submitted. Thank you! Order Details to
take you to the
Thank ¥ou. Your order has been submitted. next screen
Order #: 15389 where you can
Order Name: Dist. Printing and Design Regular Envelopes (1500) View Order Details {— prlnt the jOb tICket
) for yourrecords or
Total Price: £145.00 . .
to submit with
a custom card
set up.

NEW ORDER > FORMS AND NAME BADGES/NAME PLATES

NOCCCD Online Ordering m My Orders  Reports  Admin  More ~

Print / Project

Business Cards

Stationery

----------....

¢®  Forms and Engraving . ‘
-

...----

Click New Order >
Forms and Engraving

NORTH O




Most Standard forms can be found in this area:
Pink RQ Attachments, Green Travel RQ Attachments, Time Cards, Accident Report, etc.

ROCCCD Dnline Ordering =

Wi Kt

[Ty ——
Farrms
——

M
Em

DF-Charter Bus DI TripRg DF-REQpad DF-TRAVEL
Chirtar Bum Oesen, Pigof 1 Pk o Bl Fog of 25 ) Aimche, Ench o | Thiver Betchrmerd, Lt of |
i e P B e g [ R

Click on the item you'd like to order and Add to Cart.

REG Attschosant, Dach of 1
:_“ 3350 per Eaeh [of 1)
‘W:W .,

[}
Yaam L d

Contrue Sheppng Wiew Can

g PO

Click Continue Shopping to add

% -
more items, or

View Cart to check out

This is also where you will find name badges for each campus and name/desk plates.

NOCCCD Online Ordering  Wew ceser = Wy Orders  Baparts  dudmin  Fars + BOTNTABE  Lag St

Faatured Products

& o

CC-Badge Drint-Badgn FC-Badge MOLCE-Badge
CC Ramsstacge, Each of | T Aabrabain, Lach of | I Wampinadge, Fach of | WOCE R a3gw, 80 o |
SR par Rach [T AEL8G par Baih L e By

L . v o — =

Click on the item and you will be prompted to add to your cart.

Shopping Cart
Pricisg far DIST/Frint & Desigs
Continue Shigping Undate Quantity m
[ . - [——
o | %;7“—-. e ' m Ak Vi
'
tatrs
e P [
‘ .y
Continue Shoopiy Updite Guantity ‘ b CIICk CheCk out.
0
A<




Contact Information

Contact Information

Contact Name Monica Farias
Phone Number 7148084603
Site / Dept DIST/Print & Design hd

Billing
Information

Budget number

11100-1125-44110-6760 ~

Additional Billing
Instructions

Shipping Information

Suggested Due Date 9/6/2023

Delivery (O Hold For Pick Up
® Ship To Address
O Ship to Site




Continuved from previous page.

Attn Monica Farias
Mail Stop or Area
Shipping Address 1820 W Romneya Drive
Address2
“
City Anaheim
State (Abbreviation) CA
Postal Code 02801
Country
Use this box to type name/
title for badges
uctions
Notes
%
ion
auEEEENy,
. S
Cancel Order Save Estimate . Submit Order . {
.
"sammmmn®

Submit Order.




sEmEE,

NOCCCD Online Ordering  New Order » My Orders Reports  Admin  More «

NORTH OR
COMMUNI

You can search by job name,
date, budget #

R

A R e s For now, each job will go into billing review
to check for accuracy prior to being posted.

Once price is posted, you will be able to see
it here.

|
If you have any questions, please don’t hesitate to call.

District Printing and Design

Anaheim Campus - Room 160
714-808-4600




