myPrint

Innowvative Print & Mail Solutions

JobAid: My Saved Jobs

Topic Overview

myPrint provides the ability to save jobs for future useThis 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
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2. Click on theproduct you
are creating My Saved
Jobsworkson any FEATURED CATEGORIES "Ev‘mgw?rpsntf';;e"sa"é"xi‘ées
product you purchase.

This example uses
Business Cards.
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product you wish to use. L search Prosuet we -
ThIS examp|eIS fOI' a Clty Of All Categories #TEST BUSINESS CARD
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4- COmplete thefields. An o myPrint  pasc) BUSINESS CARD = Split Window Q_ Review My Job @ Help X Close
rick (*) indi
aSte c ( ) d Cates * Job Name é Personalization G -

reqU"'ed fleld . Pasco my saved jobs example

a. JOb Name_ use a * Quantity *Pages * Field Suggestion No
uniquenameto identify ®
the product you are
ordering. This makes
re-orders easier. Titl Transition Analyst

b. Quantity z Note: can

Note: Always selecNo
for Field Suggestion
when saving jobs
Selecting Yes will
replace your inputs with

Print Options MName Cindy Cotter

Address Pasco City Hall
only be purchased by field suggestions when
increments provided in fcress Lt you re-open a saved iOly
the drop-down list. Gy, State Zip Pasca WA 99301
c. Personalization - S :
mai ress cindy.cotter@pascaoci.org
Complete the
information requested Phone Number (509) 5441212
|n the fle'dS. Fax Number
5. Click onUpdate Preview . Web Address http://www._pasco-wa.gov/
Preview 7% Update Preview
Unit Price $0.08  Total Price $20.50 Add to Cart
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. . . myPrint  pasciBUSINESS CARD = Split Window Review My Job @ Help Close

6. Click Savez this will take Qs @ X
you to the My Saved Jobs b Name o | Personaization ~
SC ree n . Pasco my saved jobs example

NOTE: Saved pbs will last for e ages

i 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 myPnnt

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

upper right-hand corner ORDER HISTORY & STATUS

ive Print & Mail Solutions

and scroll down toMy Search Product Y PROFILE
Saved Jobs This will

bring you to the Saved SHOP BY CATEGORY APPRESS BOOK
Jobs Screen. View Al PRINT SHOP

What you need.
#TEST Business Card MY SAVED FILES

N How you need it

Custom Printing MY DOWNLOADS

When you need it.

Washi SPENDING ACCOUNTS USAGE

Ent LOGOUT

Fulfillment (By Agency)

Washington State Department of

FEATURED CATEGORIES Enterprise SerViceS

Lock in
future
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2. Click onOpen Jobnext to -
the job you wish to order. myprlnt
Make any needed changes e R R Search Product W)~
or complete the steps to
place the order.

Order History & Status MY SAVED JOBS

3. To remove saved jobs click  yproiiie
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
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