How to Place an Order in Print Shop Pro***
***If you have not already done so, you must register as a new user of the application before placing an order.  See ‘How to Get Started with Print Shop Pro’ for further instructions on how to register and log on to the application. 
The following instructions will walk you through how place an order for Simple Copies.
1. Go To: http://Okcprintshop (or if testing GO TO TEST: http://svtprinttestv01/PSP/app/PSP_Start.asp)
1. Click the ‘Log In’ Hyperlink in the upper right hand corner:
[image: ]
1. In the ‘User Name’ field type your COKC email address like first.last@okc.gov (Active Directory ‘userPrincipalName’)
1. In the ‘Password’ field type your Network Password
1. Click ‘Login’ 
[bookmark: _GoBack][image: ]
1. Upon successful login, you will be returned to the Print Shop Pro WebDesk Home Page: 


[image: ]



1. Click the New Order Option in the Ribbon, choose the type of order you would like to place from the dropdown that appears:

[image: ]

1. Follow the on Screen prompts (example is ‘Simple Copies’)
[image: ]  [image: ][image: ]      [image: ]
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1. Continue through the order process screens until you have completed the Order Process:
[image: ]
1. You should receive an email from Print Shop Pro indicating that your order has been submitted. This email includes a link to your order, as well as your order number :

[image: ]

1. You may also see all of your Orders (current and history) under ‘My Orders’ as seen here: 
[image: ]
1. When you have completed your Print Shop Pro activities, you may Choose ‘Log Out’ or close your browser completely.
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Welcome to OKC's Online Print Shop

This new system allows users to customize their print orders by filling out simple on-line forms.

Benefits of our online shop

= Quick customized ordering process
« Online order tracking

= Copy previous orders

= Run reports on print orders

Print Shop Hours
Monday - Friday, 8 a.m. to 5 p.m.

Contact

(405)297-2520

printshop@okc.gov

Print Shop Manager, Kristofer Russell at 297-2552

Home - IT Project Management

To begin, click Log In at the top right.

*First Time Users*
You will be prompted to register after
entering your City of Oklahoma City Email
and Network Password on the Log In Screen

Services
Printing Options
« Copying and Printing: Full Color « Folding and Inserting
or Black only (up to 12x18") « Laminating (up to 25" wide)
= NCR Multi-Part Forms « Driling: Single Hole to 3-Holes
« Business Cards » Cutting (from 2" 3" t0 22" x24")
« Letterhead « Comb or Coil Binding
« Envelopes « Saddle Stitched Booklets
« Note Pads

Print Shop Pro Webdesk® ver 13.0.8
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Step 2: Select Finished Size

Ngh Size of your Printing Request?

8-1/2x 14 11 x
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Step 3: Print Order Information

Job Type
Contact
Phone

site

Job Name

# of Copies

Main Paper

Format

# of Pages (Originals)
Ink Color

Stock Style

Stock Weight

Paper Color

Cover Stock

simple Copies - 8-1/2 x 11
Shelly Garretson
+1 (405) 297-1001

Information Technology

Shelly Example

‘ 10 What is this?

O 1sided O 2 Sided

What is this?
O Black O Color

Bond What is this?

20#  Whatis this?

® white

o~

O Green
O pink

[ Include Front Cover
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Step 4: Current Stocks

Job Name  Shelly Example
Job Type  Simple Copies - 8-1/2 x 11
# of Copies 10

Current Stocks

Edit  MainPaper  Cover-Gloss Two Sided
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Step 6: Attach Files
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+ appointment

Your Printing Request Order £673 has been submitted on 1/3/2017. Please see below for a summary of this order.
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(2 pafis 1 Orde:
(3 sentem
@ Deletear | Job #: 673 There are no.
Conversa | Job Name: Shelly Example e
(g unkEmi view.
(3 outoox | Cumrent Status: Submitted
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o Archive -shelly | Preliminary Estimate: $2.00

Link to Order: http://okcprintshop/PSP/appNet/PrintOrderPublic/PrintOrderEdit aspx?Orderld=673

Link to Check Status: http://okcprintshop/PSP/appNet/OrderHistory.aspx

Thank you,
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