DocuShare
Order Guide

G SA Business Support provides document creation

and 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 agency or departmental files.

http://vcprint

VCPrint is a browser-based order and print production application
enabling users to submit, manage, proof, and output digital printing
jobs to our print center. GSA Graphics leverages production printers
to produce low cost documents with a wide variety of paper colors,
formats, and finishing options. VCPrint also provides reporting tools
and automation to ensure that jobs are printed and delivered on time.

http://vcprint | vcprint@ventura.org
Hours: Monday-Friday 6:00 a.m. - 5:30 p.m. | (805) 654-2775




Login

Go to http://docushare. Fill in your Username and Password (same as your Outlook
password) and select the appropriate Domain from the dropdown list. Click Login.
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Welcome to Docushare!

GSA Business Support provides imaging and document management services allowing county users to share
streams. The DocuShare portal captures and publishes information from both paper and digital sources. Sow
demand publishing platform, DocuShare has the power and the tools to get you there fast

To create an account or gain access to departmental collections, please login
For inquires on document management, e-form, or capture services please contact us

Password
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Welcome to Docushare!
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7 VCsStore
The VCStore provides a central location to access countywig
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Browse

Select a folder to view content or browse through the Location Bar. A folder is a
collection of documents and archived content which can include PDF files, MS Office
files, search queries, and more.

[ HINT - Add the folders you access the most as favorites or bookmarks.]

M [ docushare/docushare/dsweb,/View,/Collection-175
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Logout | Admin Home | My uShare My Tasks

Location: Home » VCStore Listing

| The Location Bar is a

[~ VCStore convenient way to navigate

The VC5Store provides a central location to access countywide documents, PAOF fon through Docushare ThIS
Please Iogin or register at http://docushare to order documents or supplies. Order b

itemns and selecting "Add to Cart" on the dropdown menu. shows the path to your
7 view carr collection, allowing you to
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Search

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. One can browse through collection
folders or utilize the Search to find files using key words or index values.
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Add to Favorit
The VCStare provides a central location to access countywide documents, PAOF forms, budget books and manuals. w C R
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Ordering an Item

Hypothetically, let’s order an item called “HSA Docushare User Guide”.
(You must be a member of the HSA group to actually do this, but the mechanics are the
same for any file.)

It resides in the folder: Human Services » Human Services Agency

QUICK FIND: From the Human Services Collection, you can type in the Search window
“HSA Docushare User Guide”. This will take you directly to the file.

When you click on the HSA Docushare User Guide 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.
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: To order the document, click
 County of the shopping cart icon located
Ventura . . .
in line to the right of it.

Search:

The shopping cart allows you
to set the quantity desired.

Shopping Cart

Title Unit Qty

HSA Docushare User Guide each remove
Empty Cart Proceed to Checkout

Back to Collection

Enter an amount then press the
Proceed to Checkout button.
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Ordering Multiple Items

To order additional items, County of
i Ventura
select Back to Collection -
Logout Search: }

to view the current collection

Shopping Cart
or to conduct a search. If

Title Unit Qty
you knOW the document HSA Docushare User Guide each remove

name, you can enter it in the
Search window within the g
Shopping Cart.

Empty Cart Proceed to Checkout

To add multiple items to your cart at one time,
select the check box next to each item you wish
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Proceed to VCPrint

Your order has now been passed from Docushare to VCPrint. (NOTE: Docushare hosts
content, while VCPrint manages the print production, billing, and order history.)

Adjusting the Order Name
is optional. Click on the

w/ Cart
pencil icon to edit the
name. We have named [ roveos e | comirus snopo |
. « H5A Docushare User Guide £ Quantity 1
th|S Sample order HSA Im";ge ¥iﬂéfanascushareusereume
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quantity of each item, % Chume Gnbs
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process’ SeleCt Place Enter special instructigns for this item. Provide a sample of the document before processing my order.
O I‘d er. Shipping Information Add another Shipping Address LI T =3
Requested Ship Date 11/18/2013 il Mote: Only dates when the print center is open mey be selected.
Please note.. CIiCking On GSA Graphics Regquested Sh’::e;a:' 1;;‘22‘::; e o :
- - Est. Delivery Date 11/15/2012 Pick up during business h
the Continue Shopping naa i e ‘_g
icon will NOT return to you e g
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Docushare you will need b i . ==
to open a new window and i =

Project Account

proceed to http://docushare - ]
and place another order. To

save your order without submitting it, select the Cancel or Save icon, then select Save.
This saves the unsubmitted order into your Orders list within VCPrint.

Order Submitted

Your order has been placed. Please take note of your order name and number for
tracking purposes. You will receive an email confirmation.

http://veprint | veprint@ventura.org | (805) 654-2775
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Tracking Your Order

To view the status of your placed orders, or to view your order history, login to VCPrint at:
http://vcprint. Your username, password, and domain are the same for VCPrint and
DocuShare.

—

(@) DOCUMENT b
’@SERV!CES y Sl

1. SYSTEM MESSAGE: VCPrint now requires a user's domain selection within the login drop-down.

Document Services Hours

‘Login
Welcome to GSA Document Services, your home for high quality Design and Monday-Friday 9
Communication Services across print, mail, and electronic output (weekends as required)
6:00am - 5:30pm Please login below with h
Domain Selection,
. B L P: -]
Are you new to our Online Printing Services? MR IELNANL 00 HESmAGe AN EREIC, S
G54-2775 1

Login to VCPrint or Docushare using your Employee 1D and password. Upload a
file and preview paper and finishing choices on-line, or start a service request for
graphic services

Domain HSA
Usemame
Lassword

r in i

Get our SurePDF Driver for accurate printing,
everytime! LogIn
If creating press-ready PDF's is a challenge, install our SurePDF Print Driver on

your computer to add VCPrint as a direct print driver from your desktop

applications. Click on the link below lo get started or give us a call

Get the SurePDF Driver

Select Orders in the navigation bar to review your order history and to check on the
status of a current order.

— - Home | My Profile | Help | Logout

DOCUMENT
CERVICES Pl

Orders = Manage Files Contacts Reports W CART[0]
| —
PRINTING MADE EASY

Ordering from Document Services has never been easier. Upload a File from your desktop.
search for personal items in My Files or search the Catalog.

Upload A File My Files Special Orders
Select a file from your desktop. Search your personal file cabinet for tems Order custom prints from a hardcopy, CD-
to order. ROM, etc.

doc, doc_d1, xls, pdf, gxd, gif, xlsx,
ppt, pptx, pub, jpeg, png

vy

/[ Browse... | |

Muttiple Filez? Advanced Search
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Tracking Your Order

You can view your order history in the My Orders section of your VCPrint account. You
can also check on the status of a current job. You may search your history by “Created
Date” or by the “Order Name” you gave your job when it was submitted to VCPrint. Each
order number will have one of the following statuses:

Make Ready................. Job has not been printed. It is awaiting approval or corrections.
Production.................. In the production queue and scheduled to be printed.

Off-Line Finishing...... Job has been printed and awaiting further handling, such as
cutting or folding.

Ready to Ship............. Job is finished and is scheduled to be packaged.

Completed.................. Job has been completed and is out for delivery or is ready for
customer pickup.

Home | My Profile | Help | Logout

VCPrint

Orders Manage Files Contacts Reports W CART[0]

My Orders

Find the status of an order from this page, and view the details of past orders.
You can replace the contents of your cart with a saved order or an order that was rejected (your current cart will be saved).

Order Search Status Al E Created from | Rows Per Page | 100 E[ m
Order name l— to ’7
Order Name Y& Order# 4 Created ¥& Sendingto Status VA
32762  11/1312013  GSA Graphics Cancoled  INAaall Naiadl
2 Bt 32761 11132013  GSA Graphics Canceled
( HSA Documents 32760  11/13/2013  GSA Graphics Make ready
Docushare Order 32752  11/12/2013  GSA Graphics Canceled
—

Thank You

We'd like to thank you for taking the time to review the Docushare Order Guide. We
welcome any feedback that might make this document or our ordering process easier
to use.
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