SJECCD ITSS Help Desk

Directions for approving print orders in Print Shop Pro. For assistance, contact the SJECCD ITSS Help

Print Shop Pro Print Order Approval Instructions

Desk at itss.helpdesk@sjeccd.edu, or online at https://services.sjeccd.edu/tdclient/home/.

1.

2.

Approvers (Deans, Admin Assistants, Managers or Supervisors) will receive an email to approve
the job request using assigned budget code. To approve the print order click on the link as

shown below.

SJCRepro@sjeccd.edu
Notice of Print Order Awaiting Your Approval
Ta Lancaster, Heather; | Seaberry, Ben; || Gutierrez, Irene
An orderhas been submitted that needs your approval.
This is an automated message from SJECCD
A summary of this request is provided below:

Job Name: dianatest3
Order Summary

Job#: 14939

Job Name: diana test3
Requestor: Diana Prince
Department: DOITSS

Preliminary Estimate: $0.60
Requested Due Date:  8/28/2018
Current Status: Pending Approval

To approve this order please click here: https: fprintshop. sjeced. edu/PSPIApp Weblappfapp display.asp

Thank you,
SJIECCD

If this is your first time logging into Print Shop Pro, select the Login Using Your Network Account
option. This will take you to the following URL, https://printshop.sjeccd.edu The URL go to the

SJECCD Secure Login page.

SJECCD SECURE LOGIN

Email Address i"’
N san josé-evergreen

COMMUNITY COLLEGE DISTRICT

“ Change Password Unlock/Reset Password
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3. Enter your email address and password. Select Login.

SJECCD SECURE LOGIN

Email Address

\/
4
firstname lastname @sjeccd edul

password san josé-evergreen
COMMUNITY COLLEGE DISTRICT

Change Password Unlock/Reset Password

4. You should now be in Print Shop Pro. Select the Admin tab.

San Jose-Evergreen Community College Print Services  NewOrder~  MyOrders  Reports ~ Admin  More ~

i o Vall
R E P RO G RA P H | CS gﬁ“}?sg (liy (_D(Ide @e‘gee“ g (0//9,96

Print & Copy Services

5. Click on the Approve Orders link to review and authorize orders before they are sent to
reprographics.

Welcome back, Jana

/\ Index \< Approve Orders \< Users \
Approve Orders

User Management
Aeview and autharize orders Activate, deactivate and manage
before they are sent to the users to the website.
printshep for printing.
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6. To review the order and attachments select View.

Welcome back, Jane

Giick Cony Total Requests to Approve: 1

L=t 10 user & Job Name Site & Budget Code

OEC

tore

10,740.15.2540,0550.000.0000
Total: 50,04
| SubmaDeny || Checkal |

7. Approve/Deny order. Select Appropriate Check Box. Select the Submit/Deny button

Total Requests to Approve: 1

lghn Doe G5

- £0.04 [ (]

fast 16.720,25.2540,0550.000.6000
Total: 50.04
| SubmtDeny || CheckAll |

Esu. ~ate

Site & Budget Code

8. The requestor will receive an email notification the print order has been approved.

----- Foriarded Message

From: "SICRepr@sjeced ady’ <3ICReyra@sjeced edue
To: eeco Z00AGyahoo.com

Sent: Surday, August 25, 018 743 M

Subject: Drder APPROVED for Pnt Ticket #4539

Dear Diana Prnce,
This 15 an avtomated message from San Jose-Evergreen Communtty College Pt Servies. Tour prnting tequest,prnttcket #1499, was approved on 812612018 74340 PMLby Trene Gutener. To revesh your memory, a summary of thisrequest s provided
below

Ibsame: dianatest)

Datesubmitied:  §22018

Requested due date: 8282018

8o b e Eutherquestions or Bl you evetvedths emma n oor, please contart Irene Gotez t Jrene Cubenea @sfeed

Thnk yau,
San Jose Evergreen Communty Colleze Print Sevices

9. The print request will be removed from the Approver’s list.




