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PRINT JOBS THAT CAN BE SENT TO THE XEROX DOCUTECH PRINTERS
Listed below is a partial list of jobs that can be sent to the Docutechs. If you are not sure, please give Central
Duplicating a call at 328-2772 for assistance. Or you can send the job and we will contact you if the file needs
to be sent to another area.

e Saddle Stapled Booklets (Black & White)
Manuals (Black & White)
Quick Copy (Black & White)
Labeling
Color Ink - Call Central Duplicating at 328-2772 to discuss your print job. Color ink jobs can’t be
printed on the Xerox printers, but they can be sent to the color copier from the Xerox DigiPath.

SENDING YOUR ELECTRONIC FILE TO THE XEROX DOCUTECH
PRINTERS

When saving your document to send to the Xerox Docutech printers, you will want to keep the following in
mind:
e The Xerox printers do not recognize numerals or special characters in the file name. If you use numerals
or special characters in the file name, your job will error out.
e When submitting the Request for Printing, SFN 2490, record the name of the file you are sending in
the Item Title box. This will help the operators match the electronic file to the Request for Printing.

When your document is ready to send to the Central Duplicating Xerox printers, click print. In the printer name
box, select \itdapp1.itd.nd.qov\CSD-XEROX.

Prinkter
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Click Properties

¥ CSD-XEROX onitdpublic Document Properties

Lapout | FPaper/Quality | *erox Settings

Orientation

() Parrait

O Landscape

0 Rotated Landscape

Fritit on Both Sides

() Naone

) Flip on Long Edge
O Flip on Short Edge

FPage Order

(%) Front to Back
() Back to Front

Pages Per Sheet:

[ Ok l [ Cancel

Click the Xerox Settings Tab, Click Job Notes, Enter the following:
Account — Enter your department number and department name.
Recipient name — Enter your name or a contact.

Banner message — Enter a phone number or other special instructions.

2 CSD-XEROX on itdpublic Document Properties

Layout | Paper/Quality | #erox Settings |

—  —Job notes

= =
gal B Banner message:

Basic features 82780

Account:

|1 18-Central Services
Image

adjustment

g &

Job notes

L5

Job start meszage:

Recipient name:

2
&

Carol Thompzon

Exception

pages
i% As
Help

[ ar. l ’ Canecel

Click OK, and Click OK again — Your file has been sent to the Xerox Docutechs!
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After the file has been sent, please contact Central Duplicating at 328-2772, to verify that the file has been
received.

Please Note - After you have sent your print job, make sure you change your printer back to your default
printer. If you do not, other items that you print will also print at Central Duplicating.

FILLING OUT THE REQUEST FOR PRINTING, SEN2490

Once the Xerox print driver has been installed, you can send the request for printing directly to Central
Duplicating. The form is located on the e-forms web site, http://www.state.nd.us/eforms/Doc/sfn02490.pdf

Listed below are descriptions to help you fill out the request for printing form. The dept. no., department
name, contact person, phone number, date required, and item title are required.

Submitted To — If the project was submitted through the network to the Docutech, check this box.

Authorized Agency Signature — Some agencies require an authorized signature. If your agency is one, please get
approval prior to sending the job.

Dept No. (Required) — Enter your department number. This is required to correctly bill your agency for work
performed.

Department Name (Required) — Enter the specific department.
Division (Optional) — You may use this code (a 2 digit number) to bill a specific division within your agency.
Project (Optional) — Enter project information.

Person or alternate to contact if more information is needed (Required) — List the person to contact if there are
questions about the job.

Phone (Required) — List the contact’s phone number.

Order Number — Filled in by Central Duplicating. The request for printing will be assigned an order number
and scheduled upon receipt. You will receive a copy of the Request for Printing with the assigned order number
on it as a confirmation. Please use this number when calling for any information concerning your project. Itis
the best way to track the progress of a job or answer billing questions.

Item Title/Include State Form Number on Forms (Required) — When submitting jobs electronically, use the
name of the file you are sending. Do not use numerals or special characters when naming your job. Entering a
job title will help the Docutech operators match the request for printing to the print job and speed up the
printing process.

Date Required (Required) — Indicate the date you need your job. If the desired date is critical, special
arrangements may be negotiated. Please do not use “RUSH” or “ASAP” for the date required. If a date is not
provided it will be scheduled according to the workload that is in the shop.

Date Completed — Filled in by Central Duplicating staff.
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Composition/Design Required — Jobs submitted to the Docutechs should be print ready. If your job requires
composition, e-mail the job to csd@nd.gov.

Create PDF — If you require a PDF, e-mail the job to csd@nd.gov. Indicate if the PDF will be used on the web
(screen) or if it will be a print original (print). This will help when creating the file.

Proof from Docutech — If you would like to see a proof, please check this box.

SECTION A — PRINTING INFORMATION

Total Number of Originals — Enter the number of originals. Originals are anything that has print on them. If a

sheet of paper has printing on the front and back, it would be considered 2 originals. If there is only print on 1

side of a sheet of paper, then it is 1 original. To indicate a single sided page in your electronic document, insert
a blank page following the single sided page.

No. Sheets Printed 1 sided — Indicate the number of sheets that will be printed on one side. To figure this out,
pretend you have a finished document, count the number of sheets that are 1 sided and enter this number here.
To help Central Duplicating know what sheets are to be one sided, place a blank sheet behind the sheet to be
printed 1 sided or note which sheets are one-sided on the Request for Printing.

No. Sheets Printed 2 sided — Enter the number of sheets of paper that will be printed front to back. To calculate
the number of sheets printed 2 sided, count the number of originals that will be printed front to back and divide
by 2.

Number of Copies or Sets — Enter the total number of copies that you want printed.

Paper Size — Indicate the size of paper the job will be printed on.

Finished Size — Indicate the finished size of the project.

Paper Weight — Enter the weight of the paper desired (20, 60, 70, 65, 67, 80, etc.).

Paper Stock — Complete this section with the specific paper stocks to be selected (bond, vellum, bristol, etc.).

Paper Color - Enter the color of the paper desired (white, canary, pink, blue, green, etc.).

Ink Color — Enter the color of ink required. Note: The Docutechs only print black ink. Spot color print jobs can
be routed to the color copier or press.

Index Tabs — Please send a list of what you would like printed on your tabs. Central Duplicating can typeset
them for you.

Inserts — This is an original that is printed on different stock, a different size, or preprinted stock.

Front Cover — Enter the number of originals and paper stock if different from the text.
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Back Cover — Enter the number of originals and paper stock if different from the text. If the back cover is blank
enter a zero in the Total Number of Originals column.

Envelopes — Cannot be printed on the Docutechs. Send a paper request for printing with an original and a
sample to Central Duplicating.

Fold — Indicate the type of fold required.
Staple — Indicate the type of stapling required.

Drill — Check this box and indicate the number and location of the holes. Central Duplicating uses a standard
5/16” hole.

Special Finishing — Listed below are special finishing requirements which may be selected to complete the
request.
Binding — Indicate the type of binding required: plastic comb, tape (indicate the color), EZ Coil, or glue. If
you request tape binding and do not indicate a color, black will be used.
Cling Wrap — Check this box if cling wrapping is required. Indicate the number of documents you would
like in a package.
Collate — Check this box and indicate the number of sheets per set.
Pad — Check this box and indicate the number of sheets per pad. Also indicate side to be padded, if
chipboard is to be used or if wrap around covers are required in the special instructions block.
Cut to — Indicate finished size after cutting.
Slip Sheet — Indicate if a slip-sheet is required between sets and select color of paper. If a color is not
selected, cherry will be used.
Perforate — Check if perforating is required and attach a sample to indicate location.
Mail Tabs — Check this box if tabbing is required.
Labeling — Indicate if you want Central Duplicating to put labels on your project. Mailing lists created in
Microsoft Excel and Word are the preferred format. If labels are provided, use the Avery template 5160 (1
x 2.63”) or for long addresses use Avery 5161 (1 x 4™).
Rubber band — Indicate if you want Central Duplicating to rubber band your project. Indicate the quantity
for each package.

Head to Toe — Check this box if you want your project to be printed head to toe. Head to toe is like a legal pad.
If this box isn’t checked, the project will be printed front to back.

Numbering — Indicate if the job is to be numbered. Select black or red ink; provide starting and ending
numbers, and the location of the number on the printed page.

State Library Depository — If yes is checked, Central Duplicating staff will deposit eight copies to the State
Library. Remember to allow for this distribution in your quantity requested.

Special Instructions — Many times agencies have special instructions. These should be indicated and explained
in this section.

Billing Address — If the job is going to be billed to another party, complete the billing address.
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Shipping/Delivery Address — If project needs to be mailed or if a vendor is going to pickup the print job,
complete the shipping address.

SENDING THE REQUEST FOR PRINTING TO THE CSD-HP5000 PRINTER
Now that you have filled out the request for printing, you are ready to submit it to Central Duplicating.
Click File

Click Print

Printer Name — Select ITDDATA12\CSD-HP5000.

Click OK

Printer

Pame: | Le WMITDDATALZACSD-HPSO000 v | Properties
Stakus: Idle . Find Printet. ..
HP Lasetrdek SO00 Series PCL &

Type:
Where: 50 [ ] Print to File
Comment: [ ] Manual duplex

Page range Copies
&) al Mumnber of copies:
{:} Current page

o | ' ' '
Erter page numbers andfar page ranges

separated by commas, For example, 1,3,5-12

Print what: |D|:u:ument v| Zoam

Pages per sheet: | 1 page

Print: | Al pages in range b |

Scale to paper sige: |N|:| Scaling

Opkions. .. [
o I e TE e rnilewes sall o ATRTTd

The request for printing has been sent to Central Duplicating Services! Central Duplicating staff will print the
request and schedule the job.

Thank you for using Central Duplicating Services for your printing needs. If you have any questions or
problems, please call us at 328-2772.
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