myPrint

Innowvative Print & Mail Solutions

JobAid: My Saved Jobs

Topic Overview

myPrint provides the ability to save jobs for future use. This document will walk you through the steps to create a saved job, and to access a saved
job. The City of Pasco is the organization used for the purposes of creating this aid.
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Creating a job to save for
future use.

SHOP BY CATEGORY

1. Using a web-browser View Al
access myPl‘int at #TEST Business Card
https://prtonline.m #TEST Envelope
rintdesk.net/DSF/ Custom Printing

Fulfillment (By Agenc;
(By Agency) Innovative Print & Mail Solutions

2. Click on the product you
are creating. My Saved
J obs works on any FEATURED CATEGORIES "Ev‘mgw?rpsntf';;e"sa"é"xi‘ées
product you purchase.
This example uses
Business Cards.
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3. Click on BEGIN to select the myPrint

product you wish to use. L Seareh prodct
ThlS eXample iS fOI‘ a Clty Of All Categories #TEST BUSINESS CARD

Pasco Business Card.
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NAME ON CARD

BUSINESS CARD BUSINESS CARD COM BUSINESS CARD DSS BUSINESS CARD

GRBH Commerce agency business cards DSS agency business cards
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DSS_BC D7A0 3139 DSS-BC RBC1 3147 PASCI BUSINESS CARD STATE STANDARD BUSINESS CARD...
D7A0DDD RBC1
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1219, 2931, Heroes with Headsets
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4. Complete the fields. An o myPrint  pasci BUSINESS CARD = Split Window Q_ Review My Job @ Help X Close
aSterICk ( ) lndlcates * Job Name é Personalization G -

I'eqUII"Ed fleld- Pasco my saved jobs example

- 5 * Field S sti N
a. JobName-usea o *$S . ’ Note: Always select No
unlque name tO Identlﬁ/ * Select Business Card With Badge for Field Suggestion
the product you are S h ine iob
o G Name iin otter W. en SaVll'l 0 S-
ordering. This makes e Saving Jov
re-orders easier. Title Fransiton fnatye Selecting Yes will
b' Quantlty - NOte: Can Address Pasco City Hall replace your lnpUtS Wlth
only be purchased by field suggestions when
increments provided in fddress2 aliibiai you re-open a saved IOb/
the drop-down list. City, State Zip Pasco WA 99301
c. Personalization - S -
mai ress cindy.cotter@pascaoci.org
Complete the
information requested Phone Rumber (509) 5441212
in theﬁeldS. Fax Number
5. Click on Update Preview. Web Address hittg:/ fwwww pasco-wa gov/
Preview 7% Update Preview
Unit Price $0.08  Total Price $20.50 Add to Cart
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6 Clle Save thlS Wlll take o myPrmt PASCI BUSINESS CARD = Split Window Q, Review My Job @ Help % Close
- =
you to the My Saved IObS + Job Name 0 Personalization -
screen. Pasco my saved jobs example

* Quanti * Pages Preview
NOTE: Saved jobs will last for 2 o

250 1
two years and then they will
be automatically deleted. Print Options

. Ee
CITY OF
PASCO_
Cindy Cotter
Transition Analyst
Pasco City Hall (509) 544-1212
525 N 3rd Avenue
Pasco WA 99301 cindy.cotter@pascoci.org
http://www.pasco-wa.gov/
W o 171 Moo @ [ 100%

Unit Price $0.08  Total Price $20.50

Add to Cart
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Accessing Saved Jobs

1. Cick on your name in the myPri Nt

upper right-hand corner

# HOME ¢, CONTACTUS @ HELP [ ENGLISH (UNITED STATES) ~ 8 CINDY COTTER ~ 0

ORDER HISTORY & STATUS

ive Print & Mail Solutions

and scroll down to My L Search Product MY PROFILE
Saved Jobs. This will

bring you to the Saved SHOP BY CATEGORY HoprEss Eeok
]ObS Screen. View All PRINT SHOP

What you need.
#TEST Business Card MY SAVED FILES

N How you need it

Custom Printing h d . MY DOWNLOADS
Fulfillment (By Agency) W e n y 0 u n e e I t D Washj SPENDING ACCOUNTS USAGE
Ent LOGOUT
Washington State Department of

FEATURED CATEGORIES Enterprise SerViceS

BROWSE

FULFILLMENT (BY AGENCY) CUSTOM PRINTING

www.des.gov/services/PrintingMail | www.des.wa.gov




myPrint

Innovative Print & Mail Solutions

#A HOME ¢, CONTACT US @ HELP M ENGLISH (UNITED STATES) ~ 3 CINDYCOTTER ~

2. Click on Open Job next to -
the job you wish to order. myPrl nt
Make any needed ChangeS, nnovative Print & Mail Solutions cearch Product Y (D) .
or complete the steps to
place the order.

Order History & Status MY SAVED JOBS

3. To remove saved jobs click My Profile
on Remove.

Copy_Copy_Test BCs for Training3
Added: 6/6/2016 12:37:26 PM PDT Open Job Remove
Expiration: 6/6/2018 12:36:58 PM PDT

Address Book
Print Shop
My Saved Files

My Downloads

Test State Envelope
Added: 6/6/2016 1:00:02 PM PDT Open Job Remove

Expiration: 6/7/2018 1:14:47 PM PDT

Spending Accounts Usage

Test Standard BCs
; Added: 6/7/2016 3:07:46 PM PDT Open Job Remove
Expiration: 6/7/2018 1:54:24 PM PDT

Test WaTech Card for MySavedJobs - 3
Added: 6/8/2016 1:29:52 PM PDT Open Job

Expiration: 6/8/2018 1:27:29 PM PDT

www.des.gov/services/PrintingMail | www.des.wa.gov




