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To make the print shop order for this jobs:
Digital 
Photocopy
Scanning 
Plastic binding 
Hard cover binding

Please follow these steps:
Web site:
https://www4.aucegypt.edu/printshop/

1- Login by user e-mail and email password, if you don’t have access please send e-mail to Ms. Marian Ramzy m_ramzy@aucegypt.edu to create access and send in this e-mail this data (full name – user e-mail- full department name – ext.)
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2- Fill the job data  
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Choose Cost center or WBS



Create fund reservation on SAP
Ex. 10100000 
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3- choose you job (Digital – Photocopy -Scanning -Plastic binding -Hard cover binding)

Digital: Choose the file 
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Save digital job



Photocopy: Send the material



[image: ]











Save Photocopy job
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Plastic binding:Quantity of copies
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Hard cover and scanning as plastic binding  

· After you save the job you’ll find this screen 
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This your job saved 


· If you need to add many jobs you must fill all job description and save the job.
· After you finished all jobs you must press submit in the end of the page.
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· [image: ]Then the new page open with number of order with total price.












· You’ll receive e-mail from the system include all job details and total estimated price 
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User Information

Authorized by: Marian Magdy Ramzy E-mail: m_ramzy Extension: [4110
Dept./Unit: AUC Printshop Date: 31/01/2017
Order Information
Project title: G/L: [e2210010 Date required:
Fund: Fund Reservation Number: cc WBS
(Please mark if confidential
0 Digital Printing Services

o Photocopy Services
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Digital Printing Services

File to print:
Number of pages:
Paper description:
Inside:
Cover:

Other Services:

Remarks

Ghoose File_|No fiie chosen

Number of copies: Size trimmed: | a [

a0grs e B Ink Color Inside: @ Black & White () Colored () Double sided printing
No Cover B Ink Color Cover:  @Black & White () Colored

(OPerforating ~ (Folding  (Padding  (Stapling  (JPunching  (Scoring  ()Numbering ()Lamination
() Binding

Save DighalPrining Job Please save digital printing job before clicking submit
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Photocopy Services

Please note that your job will not be processed unless the matertal is received by the print shop with the order number.

Number of pag Number of copies: Size trimmed: (s [
Paper description:
Inside: | eogrs whito B Ink Color Inside: @ Black & White () Colored () Double sided printing
Cover: | NoGover B Ink Color Cover: @ Black & White () Colored
Other Services: [ Perforating (OFolding  (Padding  (Stapling  (JPunching  ()Scoring () Numbering [ Lamination
() Binding
Remarks
4
Save Printing Job

Please save printing job before clicking submit
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Plastic Binding Services

Number of copies:

Remarks
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Digital Printing Services

File to print:

Number of pages:

Paper description:

Other Services:

Remarks

File

SAP
Requisition.doc

Inside:

Cover:

#

Pages

1

Ghoose File_|No fiie chosen

Number of copies: Size trimmed: (a [
80grs white B Ink Color Inside: @ Black & White () Colored [ Double sided printing
No Gover B Ink Color Cover:

©Black & White () Colored

CPerforating ~ (Folding  (JPadding  ()Stapling ~ ()Punching  (JScoring

()Numbering [ Lamination
() Binding

‘Save Digal Printing Job

Please save digital printing job before clicking submit

# Paper  Inside  Cover  Double Other
Coples Size Paper Paper  Sided? CAmih R ls o o
3 A4 80grs white No Cover 0 Black & Black &

White White
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Printshop : Job sumitted

Order Number: 7768
[Job | Total Number of Pages / Copies Price Per Page / Copy Additional Service Total Estimated Cost |Remarks |

Digital 3 0.60
Total Estimated Cost: 1.8

Your job has been successfully submitted

Print Order Detals
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Click here to enable desktop notifications for AUC Mail. Learn more Hide

Print Order Submitted : Order number 7768

Inbox (1)

forms@aucegypt.edu 10:25 AM (2 minutes ago) N
Starred tome
Important ‘Order submitted successfully
Sent Mail Order number: 7768
‘Order title: screen shot test
Drafts (1) Contact person: Marian Magdy Ramzy
Contact e-mail:
[imap)Drafts Contact Ext.: 4110
Order Details:
[imap}/Outbox
ANew Syestem Jdob || Total Number of Pages | Price Per Page | Price of || Price of Additional || Total Job [
emarks
Type 1 Coples 1Copy Cover Services Price
American
Digtal |3 060 0 18
AUC_SSPP_Statments

Total Order Estimated Cost: 18

Calendar

Remarks: Don't print please this is only test
[

) “This order is now in queue. You willreceive a separate e-mail upon order completion.
Marian Samsung & xe... Thank You

MrMichel
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PrintShop

TY IN CAIRO

Login

* Username: [m ramzy

* Password: |-
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