Newsletter, Calendar, Magazine (BOOKLET)

1. You're looking for a booklet (with two staples in the center)? Select Newsletter,Calendar, Magazine.
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Step 1: Select Category

Please choose the Category that best describes your Printing Request.
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2. Select your size. (most want 8 %2 x 11) (Play programs or the smaller readers are 5 % x 8 }5)
@ Print Shop Pro x [ tuk | Wetch x| + - (-] X
€« C @ mobpsm.moric.org/PSP/appNet/PrintO [Finish aspx?OrderiD= p: « B = .

Apps  r Bookmarks QuickCopySpreads.. @ Browse - Featured v Product Stewardshi.. i Magison - Oneida. W Varitiv E-Commerce.. [ Avery Design & Pri.. [ USAJOBS - Search = OHM Science Socia.. @ QWare CMMS

Madison - Oneida BOCES Print Shop  Mew order My Orders  Reports  Admin  More - kguinte  Log Out

Step 2: Select Finished Size for Newsletter,Calendar, Magazine

what best describes the Finish Size of your Printing Request?

Booklet Booklet
51/2x81/2 81/2x11
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3. Begin to enter your job information:
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Step 3: Print Order Information

Job Type Newsletter,Calendar, Magazine - Booklet 8 1/2 x 11

Contact Kristin Guinto What iS ThiS?
Phone 3153615820
Site Madison - Oneida BOCES Print 509 Count the number Of 8 1/2 X 11 pageS and

divide by 4. (Do not include the cover stocks
in this count.)

JobName | et sookler
# of Bookdets 20 What s this? How many 11 X 17 Sheets in your book.
) Graphic Design pemedE et There are two 8 1/2 X 11 Pages per 11 X 17
Main Paper sheet per side. For a two sided booklet.
T pses e 2 s Count the number of 8 1/2 X 11 pages and
Count the number of 8 1/2 X 11 pages and What Is this?

dvide by 4. (00 notncude he coversocks i divide by 4. (Do not include the cover stocks
in this count.)

Ink Color © Black O Color (O Both

Stock Style

Cover v What is this?

Stock Weight

110
I:l, Canary -
o e sren
l:l, Ivory -, Salmen
l:l White

Stock Style — This is your main paper (or the paper inside the book) — Drop down the arrow to the right and select Text
Stock Weight — Most of your books are 60#
Paper Color — White

Scroll Down, Cover Stock, Include Cover: Select if hard cover is needed (if your book is 12 or more pages we
recommend a cover)



4. Select Cover
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Step 4: Select Cover Stock

Front Cover

Format ) 1 Sided () 2 Sided
Ink Color O Black ) Color ) Both

Stock Style
v Cover v What is this?

Stock Weight
g 110 v What is this?

Paper Color -U Blue I:lU Buff
(@] Canary -U Cherry
@ Gray I:IU Green
Q Tvory -U Salmon

) white

5. Finishing Options
We have some defaults set, but if you're looking for other options, please select change and select
the options offered.
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Step 6: Finishing

Binding
saddle stitch  Change

Folding
Half Fold Change

Cutting None | Change
Hole Punches None | Change

Collating * collate

eEE

Perforating [

If Color/both ink is selected please specify
color ink wanted.
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6. Click continue and complete the order. Please make sure to select a true delivery date.
Thank youl!



