
Business Support provides imaging and
document management services allowing

county users to view, archive, search, and order print materials
from their web-browser.

http://docushare

DocuShare hosts managed document libraries allowing county
users to view, order, and share public or departmental files.

http://vcprint

VCPrint is a browser-based print fulfillment and print produc-
tion application, enabling users to submit, manage, reorder, and
output digital printing jobs to print centers using the Intranet.
GSA Graphics leverages production printers to produce low-
cost prints with a wide variety of paper colors, formats, and

finishing options. VCPrint also provides management
tools and automation to ensure that jobs are printed
and delivered on time.

VCMC DocuShare Order Guide

GSA



Login
Go to http://vcprint/docushare. Fill in your Username and Password. Click Login or press enter.
If you have forgotten your Username or Password and need help please email vcprint@vetnura.org
or call 654-3704.

Navigate
Click Health Care

Your

Username

__________________________

Password

__________________________



Search
At this time you can use the search function
and enter the name of the file that you are
looking for. For best results, match the
form name found on the bottom left corner
of a document and enter this exactly in the
search bar.

Searching "In: This Collection" searches
the current document collection and all its
subfolders.

Or, if you know the location of your form
you can continue to navigate through the
collection manually.

Navigate
Click Ventura County Medical Center

To access the core VCMC Library directly, create a shortcut to, or add to favorites
http://vcprint:8090/docushare/dsweb/View/Collection-57



Let’s
Order
A Form

Let’s order a form called “vcmc-800-0”

It resides in the folder Health Care ► Ventura County Medical Center ►
(vcmc-800) Hospital Administration ► “vcmc-800-0”

In the search box type the word “vcmc-800-0”

When you click on the vcmc-800-0 link,
or the pdf icon to the left of it, a preview
will open in your browser. If this is the
file you expected, click the back button.

To order it, click the shopping cart icon
located inline to the right of it.

The shopping cart allows you set the
quantity desired.

Enter an amount then press

Proceed to Checkout



Alternatively, browsing is a convenient way to order items. The navigation bar shows your location in
the collection and jumps directly to document collections.

Ordering
Multiple
Forms

To order multiple items, click back to
search results and place another
search

At any time, you can check the contents of your
shopping cart by using the View Cart button.

Select multiple items then add them to your cart.



Proceed to
Checkout

Now your order is within VCPrint for job tracking. Note the Order #. Adjusting the Order Name
is optional. Recipients and billing information can be changed from the VCPrint address book.
For routine direct orders simply click the Submit button.
Click Logout when finished.



Tracking
Your
Order

The Fulfillment Home
screen shows you your
orders placed based in
the criteria in the “Sta-
tus” dropdown menu.

You can search for a
specific order by enter-
ing the order number in
the “Order Name”
field.

To view the status of your placed orders, or view your order
history, login to VCPrint at http://vcprint.

Your username and password are the same for VCPrint as
they are for DocuShare.

Note link to DocuShare!



 
 
    
   HistoryItem_V1
   AddMaskingTape
        
     Range: current page
     Mask co-ordinates: Horizontal, vertical offset 213.57, 410.32 Width 58.03 Height 10.17 points
     Origin: bottom left
      

        
     1
     0
     BL
            
                
         1
         CurrentPage
         1
              

       CurrentAVDoc
          

     213.5717 410.3229 58.0293 10.1701 
      

        
     QITE_QuiteImposingPlus2
     Quite Imposing Plus 2 2.0
     Quite Imposing Plus 2
     1
      

        
     0
     7
     0
     1
      

   1
  

    
   HistoryItem_V1
   AddMaskingTape
        
     Range: current page
     Mask co-ordinates: Horizontal, vertical offset 138.68, 612.63 Width 86.20 Height 26.24 points
     Origin: bottom left
      

        
     1
     0
     BL
            
                
         1
         CurrentPage
         1
              

       CurrentAVDoc
          

     138.6773 612.6298 86.2048 26.2362 
      

        
     QITE_QuiteImposingPlus2
     Quite Imposing Plus 2 2.0
     Quite Imposing Plus 2
     1
      

        
     0
     7
     0
     1
      

   1
  

    
   HistoryItem_V1
   AddMaskingTape
        
     Range: current page
     Mask co-ordinates: Horizontal, vertical offset 411.47, 648.73 Width 155.88 Height 134.10 points
     Origin: bottom left
      

        
     1
     0
     BL
    
            
                
         1
         CurrentPage
         1
              

       CurrentAVDoc
          

     411.4697 648.7307 155.8771 134.1002 
      

        
     QITE_QuiteImposingPlus2
     Quite Imposing Plus 2 2.0
     Quite Imposing Plus 2
     1
      

        
     0
     7
     0
     1
      

   1
  

 HistoryList_V1
 qi2base



