
Guide to
ServiceS



Introduction ......................................................................................... 1

Planning ................................................................................................. 2

Production process ............................................................................ 3

Ordering .............................................................................................4–5

Graphic design ................................................................................6–7

Electronic file preparation ...................................................8–9

Printing .................................................................................................10

Copying ................................................................................................11

Binding/finishing ..............................................................................12

Other services ....................................................................................13

Distribution/mail ........................................................................14-15

Site copiers ..........................................................................................16

Copyrights, trademarks, restricted materials ...................17–18

How To… ................................................. 19–20, inside back cover

Staff and contact information ..................................... back cover

The information in this guide is also available
on the Document Services web site (http://documentservices@pueblocityschools.us), 

and as a downloadable PDF on the site
or by scanning the QR code on the cover of this document.



1Document Services Center GuIDE TO SERvICES

Customer service
Our department is committed to providing 
the best service possible.  Our staff is 
available to answer questions, provide 
information, and work out any problems 
that may arise.

Location
Document Services is located in the Pueblo 
City Schools (D60) Administrative Services 
Center, 315 W. 11th St., on the lower level.

Who can use Document Services?
Pueblo City Schools and Pueblo County 
School District 70 schools, administrative 
departments, teachers, other staff, and 
school-sponsored parent groups may bring 
their projects to our shop.  Projects must 
be education/school related.  We cannot 
accept personal projects.

Services
An entire range of services are available, 
including graphic design/layout, scanning, 
copying, printing, finishing/binding and 
more.

Products
We are capable of producing documents 
on a variety of paper types/colors and 
ink colors ranging from black, single and 
multiple spot colors, and full color process 

printing.  The following list is only a sample 
of the type of documents that can be 
produced:

•	 classroom	instructional	material
•	 stationery	 •	 flyers
•	 postcards	 •	 newsletters
•	 programs	 •	 posters
•	 reports	 •	 brochures

•	 certificates	 •	 forms	

Copyrights
Please be aware that copyrighted 
materials cannot be reproduced without 
written permission from the copyright 
holder.  (Please see pages 17–18 concerning 
copyrights, trademarks, and restricted 
materials for more information.)

Billing/Payment
Most orders are processed using a school 
district budget code and all billing is 
processed internally.

Cash orders
Cash payment is accepted for school 
district materials. To place a cash order, 
bring in your masters and we will enter the 
order when you arrive.

In-house document production is more than a mere convenience; quality products are provided in 
a timely manner for the lowest cost possible.

Document Services Center is an in-house document production and 
distribution facility utilizing state-of-the-art technology to produce quality 
materials for Pueblo City Schools and Pueblo County School District 70.

Materials produced in our shop assist teachers in educating students and inform the 
public about schools and programs.  It is important that printed communications be both 
accurate in content and professional in appearance.
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Who is the intended audience?
Identify who will be reading the document: 
parents, students, staff, community 
members, or all groups.

What is the intent of the 
document?
Identify the subject of your document, the 
information to be included, etc.

How will the document be 
distributed?
Will it be: Handed out, posted, delivered 
through district mail, mailed through 
the u.S. Post Office, or a combination of 
delivery methods?

When does the document need to 
be completed?
The date the document is to be distributed 
is an important factor.  We can usually 
provide basic document service within 
24 hours November through April.  More 
complex projects, large quantities, special 
ink and/or paper, graphic design/layout, 
special binding, etc. will take longer.  Allow 
at least one additional day for delivery.

What are the physical 
characteristics of the document?
What size, how many pages, what color 
and kind of paper stock, etc. are needed for 
your project?  If you haven’t decided on a 
specific format or design, our professional 

Planning is an important first step to having your document produced within 
the required time frame and with the intended end result, no matter how small 
or large the project.

staff can show you samples and suggest 
ways to produce your document that 
result in a professionally produced and 
economical publication.

Will “camera ready” copy
be provided or will graphic design/ 
layout be required?
“Camera ready” copy means the document 
is ready to be copied or printed as is: black 
type and images on white background, 
with proper page margins, proper 
imposition for booklets, etc.  Camera ready 
copy may be submitted electronically if it 
has been properly prepared.

Enter a Document Services Center 
work order.
Before we can produce your document(s), 
a work order must be entered.  See pages 3 
and 4 for more information about the work 
order.

Cost estimates
It is a good idea to contact us for a cost 
estimate on work which requires color, 
large quantities and/or originals, special 
finishing requirements, or other more 
complicated projects.  We also offer 
assistance with copier and printing 
budgets.
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Order reviewed
After an order is approved by the designated 
staff member, its electronically received in 
Document Services. Each order is examined 
to determine what is needed and how it will 
be reproduced.  Your job will then proceed to 
the appropriate area in the shop.

ORIGINALS PENDING: If your order has been 
approved and submitted, but there isn't an 
electronic file attached and we haven’t received 
a paper copy, the order status will be set as 
Originals Pending until a file has been emailed or 
a paper copy has been delivered to us.

Graphic design
Your order will be routed here if the 
document:
•	 is	not	camera	ready	(unclear	copy,	

inadequate or inaccurate margins, incorrect 
size, incorrect page imposition, type 
changes/updates required, etc.).

•	 is	new	and	needs	to	be	created.
•	 other	specialized	design	and	type	work	

which require graphics, color, etc.
•	 is	a	district	form	kept	in	our	electronic	files.

Copiers
Your order will be routed here if it requires 
basic black on white or color paper or card 
stock. 

Color copier
Your order will be routed here if color copies 
are requested (photographs, color originals, 
etc. – paper copy and electronic files).

What happens to your job
when it arrives in the Document Services Center?

Press
Your order will be sent here from graphic 
design if it requires: special paper stock, 
special color ink, complex design, large 
quantity, envelopes, letterhead and any 
document (such as a certificate) that will be 
run through a personal printer, etc.

Bindery
Your order will be routed here for collating, 
stapling, coil/plastic binding, padding, folding, 
cutting, numbering, hole drilling, tabbing, 
bulk mail preparation, etc., and packaging for 
district mail delivery or pickup.

Distribution (shipped/customer pickup)
Depending upon the instructions on the 
work order, your job will be shipped through 
district mail delivery to your site, or you will 
be called/emailed to pick up your order in 
Document Services. Once the order has been 
sent in the district mail, the work order status 
will change to “shipped.“

Billing
A copy of the work order is returned with the 
completed job and should be given to the 
school principal or administrator responsible 
for the budget, or keep it yourself if you are 
paying for the job.

CASH ORDERS: Orders must be picked up in 
Document Services and payment made by cash 
or check before the order is released.
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The ordering information provided here 
is a general overview. Please review the 
information provided on the PrintShop 
Pro home page periodically. It contains 
current, detailed information and 
provides answers to many common 
questions about the ordering system.

Basic Ordering Process
Log in, fill out an order, and print a job ticket 
to mail with hard copy originals or upload a 
file(s) with the order. The order electronically 
submits for approval by the building principal/
administrator. Once approved and originals are 
received in DSC, production begins.

User Profile Information
PCS Staff: same as Windows login

D70/Charter Schools:

User Name is firstname.lastname (all 
lowercase, no hyphens).

Password: See instructions on the PSP 
home page.

Contact Information: (Go to My Profile)
Please update your contact information, 
including school or room phone number and 
email address. Your order may be delayed if 
we need to contact you and your information 
is invalid.

Order Types (options)
Quick Copy: Fast order process with minimal 
steps to order basic black and white copies 
with staple options.

Printing Order: Multiple step ordering 
process that allows selection of all printing 
and bindery options.

Store Order: order common items with 
set quantities and prices such as blank 
paper/card stock, business cards, CD/DvD 
duplication, etc.

Printing Order Selections
The items listed below answer the most 
common questions we receive about choices 
available when entering a Printing Order. 

File Attachment: If you have created 
document(s) on your computer that are ready 
to be printed as is, you may upload the file(s) 
with the work order and they will be used to 
print your order. Print Shop Pro will show you 
the attached file (PDF formatted) and ask you 
to verify that it's correct before proceeding.

NOtE: Files for orders that require additional 
processing, graphic design/layout, image files 
(.jpeg, .bmp, etc.), and Excel files (xls, .xlsx, .csv), 
should be emailed to documentservices@
pueblocityschools.us. 

A Document Services Center work order
is required for all projects.

The Document Service Center utilizes an electronic ordering system:  Print Shop Pro.

This is the only method for submitting an order. Paper work order forms are not accepted. 
Training videos are posted at the bottom of the PrintShop Pro home page (http://printshop.
pueblocityschools.us/psp/app/PSP_Start.asp).

Turnaround time for orders submitted for printing is dependent upon the size and specifications 
of the work requested.  Allow additional time for large orders and those that require graphic 
design work, production, ordering of special paper stock/printing materials, etc.

Get quotes, upload files, check order status,
track costs, and review past orders.
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Finished Size: Choose the size from the list 
that matches your document.  If the size isn't 
listed, choose "Custom".

# of Copies: this is the total number of 
finished copies required after printing, cutting, 
folding, etc. regardless of the size.  Examples: 
equivalent to the number of students in your 
classroom; number of tickets you would like to 
sell, etc.  The # of Copies will be matched with 
the Finished Sheet Size. For example, if # of 
Copies is 100 and the Finished Sheet Size is 1/4 
sheet, the completed order will have 100 1/4 
sheet pieces.

NOtE: Do not enter a number based on 
calculation of how many can be printed on a 
sheet of paper.  We will make those calculations 
and adjust the work order accordingly.  For 
example, if you need 1000 tickets and 10 tickets 
will fit on an 8-1/2 x 11 sheet, do not enter 100 
for # of Copies - you will only receive 100 tickets 
instead of 1000.

Graphics Work Required: Check this box 
if you order needs updates, edits, or new 
design/layout, etc.

Paper Selection: Make a selection from the 
"Style" drop down box.  A stock selection list 
will appear.  Click the button next to the item 
that matches the color of paper required.  

# Originals: This is the number of master 
pages;  i.e., side of print regardles of front/
back choice.

Finishing: Select the options needed for your 
order – binding (staple, coil, etc.), collating, 
padding, cutting, folding, and other options. 

Suggested Due Date (Shipping Information 
section): It is extremely important that an 
accurate due date is entered in the "Suggested 
Due Date” box. We use dates to prioritize and 
schedule jobs.  Allow at least one extra day 
for delivery – don’t choose the day you need 
to begin using your documents as the date 
needed.  Also allow extra time if your job needs 
graphic design/layout, custom printing, custom 
bindery, or large quantities.  

Training Videos
are available at the 
bottom of the PSP 

home page.

Ordering Notepads
Notepads and any other glued item can be 
ordered using Printing Order.  Number of 
Notepads is the total number of pads needed; 
i.e. 20. # Originals is the number of sheets 
per pad; for example, 100 sheets. In Binding 
Options, select the check box Create Pads and 
Number of Pads is the number of masters, 
usually 1. 

Track Orders/Status
To track the status of an order, click the Order 
Status tab to view  where your order is in the 
production process, i.e. Waiting for Approval, 
Submitted, Originals Pending, Graphic Design, 
Copiers, Press, Bindery, Shipped, Complete.

To view quotes and orders you have placed in 
the past, click the Order History tab.

Repeat Past Order
Click the Order History tab, find the order you 
would like to repeat, click the "view" link, and 
click the Copy Order button. This will create a 
new work order. Edit selections as necessary, 
Save and Submit order.

MAKE SELECtIONS CAREFULLY!! 
We will produce your order based on the 
selections made on the work order. 

If you aren't sure what you need, please 
call for assistance.  For example, if you 
intended to place an order for envelopes 
but you chose 20# white paper, we will 
print using the white paper.
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Our graphic designer can create the graphics/layout for any kind of project 
you may need  — classroom instructional material, newsletters, certificates, 
posters, banners, forms, brochures, etc., from simple to complex, single color to 
multiple spot color and full photographic color.

Equipment
Macintosh computers, Windows PC 
computer, graphics quality desktop 
scanner.

Macintosh is the primary computer system 
used in our design production process.

Software
The primary software applications used for 
document creation are:
•	 Adobe	InDesign®	(layout/design)
•	 Adobe	Photoshop® (graphics)
•	 Adobe	Illustrator®	(graphics)
•	 Adobe	Acrobat®	(distribution, printing, etc.)

Microsoft Office documents (Word, Excel, 
Powerpoint, Publisher) are used primarily 
for import into design documents.

Production time
The amount of time required for your 
project will depend upon the complexity 
of the project and other projects already in 
progress.

Material/information needed
to create your document
Handwritten copy, typewritten copy, or 
computer text file copy, photographs, 
drawings, etc. which are to be included 
as part of the document are needed.  It is 
best to submit files as basic text without 
formatting. A sample or sketch of what you 
want your document to look like is also 
helpful but not required.

Image quality
Images may be submitted in black 
and white or color.  Avoid using blurry, 
very dark, or very light photos.  Some 
adjustment can be made, but a poor 
quality original will result in poor quality 
reproduction.  

Digital photos or scanned photos printed 
from inkjet printers may not reproduce as 
intended.  Please submit documents that 
include photos in the following manner: 
electronic file on disk or email; provide the 
original photograph – it will be scanned 
and placed in your document. 

Do not download and include/submit 
images obtained from web sites - they 
are generally small, low resolution files 
intended for visual display and not suitable 
for printing purposes.  Using web images 
may also violate copyright laws.

Proofing
Except for very simple jobs or jobs which 
need minor corrections, the document 
must be examined for typographical 
errors, omissions, placement, and overall 
look of the document.  A proof will be 
emailed with approval instructions or a 
proof approval form will be attached to 
a printed copy and sent through District 
mail.  Any and all errors are ultimately the 
responsibility of the customer.

CUStOMER CREAtED LAYOUt: proofs are 
provided for layout purposes only.  It is 
assumed that you have proofread, edited, and 
corrected your document before submitting 
it to Document Services.  We do not check the 
document for typographical errors, etc.
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Camera ready copy
Documents received that are not 
considered camera ready will be sent to 
graphic design for processing.

Several factors are considered in 
determining if copy is camera ready.  
Material that is to be used for reproduction 
must be provided in acceptable form and 
in good condition.  In preparing copy, avoid 
using colored paper, colored ink (unless 
requesting color copies), and computer 
printers that do not yield clear, sharp images.

Inkjet copies may not print photographs 
correctly or clearly.

Poorly copied originals, fax copies, and 
documents submitted on colored paper 
are not considered camera-ready and will 
need additional processing which can 
delay completion of your order.

PAGE MARGINS:  Whether submitting 
camera-ready copy or digital files, the 
document must have proper page margins 
(see example to 
the right).  Allow 
a minimum 3/8" 
margin on all 
sides of each 
page (unless 
a “bleed” is 
requested).  A 
center “gutter” 
margin of 
two times the 
outside margin 
measurement is needed for jobs that will 
be folded in the center or tri-folded for a 
brochure. If copy is too close to the edges 
of the page(s), it may get cut off. It will delay 
your order if we have to make adjustments.

Standard paper sizes are 8.5"x11" (letter), 
8.5"x14"( legal), and 11"x17" (ledger/tabloid).

PDF fillable form creation
Your documents and existing PDF files can 
be converted into fillable PDF form files 
where users can enter their information 
directly in the PDF on their computer. It 
can then be printed, and saved for reuse or 
archiving.

Document updates
unless major redesign or text changes are 
required,  updates to documents created 
by the graphic design office should be 
made by printing a copy of the document, 
hand write changes on the printed copy, 
and submit the marked up printed copy 
with the work order (may also be scanned 
and emailed).  Do not email an edited file 
of your own unless edits and additions 
have been highlighted in red and deletions 
crossed out (strike through). 

Document identification
Most documents created by Document 
Services graphic design will contain a very 
small file identification line in the bottom 
right-hand corner of the page – example:

File Name / Folder Name / MM-YY / DSC-RH

Please include this file ID line in the special 
instructions section on the work order to assist 
us in retrieving the correct file.  A scanned 
copy of the document may also be attached 
to the work order and the original print file 
will be retrieved from the system. 

Job filing
The original document that was used to 
reproduce your job will be saved and filed 
electronically if it was created by our graphic 
design office.

Although an appointment is not required, it is a 
good idea to call first if you need to discuss your 
project with us in person.

Graphic Design
is a means of 

communication, not 
mere decoration.

Avoid the struggle! Let us create it for you!
It will take us a lot less time and frees up more of yours.

Image Area
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We may be able to use documents created on your computer
if they are compatible with, or can be read by our software.

PDF is the preferred file format
for submitting self-created documents for reproduction.

– Most files uploaded with the work order are automatically converted to pdf. –

If document will be printed as black only, create it using black text and grayscale graphics and photographs.

Production software
We accept documents created with the 
following software:
•	 Adobe	Acrobat®
•	 Adobe	InDesign®
•	 Adobe	Illustrator®
•	 Adobe	Photoshop®
•	 Microsoft	Office®	–		Word,	Excel,	Publisher,	

Powerpoint

Formatting may change slightly due to 
variations in computer and software 
configuration.

Microsoft Office
Your MS Office documents are used for 
printing directly to the black/white and 
color copiers if no file manipulation is 
required.

If production on a printing press is 
required (large quantity printed in color, 
etc.), your document will be recreated (as 
closely to the original as possible) with our 
design software so that it is compatible 
with the equipment we use in the printing 
process. A proof will be provided before 
printing begins.

Microsoft Publisher
Creating a PDF (.pdf ) file is the best 
method of submitting a Publisher 
document for printing/copying. 
Instructions for creating these type of files 
are available from our design office or the 
Document Services web pages.

To submit Publisher files properly, use 
the Pack and Go feature. This will save 
your document along with graphics and 
fonts used in the document. We may still 
be able to use your file with a varying 
degree of success without “packing”.  
Typefaces/fonts you used to create the 
document available on your computer 
may not be available on our computer 
– font substitution may occur which can 
result in a printed document with shifts 
in formatting and may look different than 
originally intended. 

“Pack and Go” instructions are provided on 
page 17.

Documents created with other 
software applications – 
may or may not work. We cannot use native 
files created using "Print Shop", or similar 
types of software applications that are 
typically sold for home use. 

File Formats
File formats that can be read by our 
software with varying results include .doc, 
.txt, .pdf, .tif, .eps, .jpg, .pict, .bmp (gif and 
png are low resolution web graphics and 
are usually not suitable for printing).

PDF (Portable Document File):
PDF	is	a	standard	created	by	Adobe®	for	
distributing, viewing, and printing complete 
documents while preserving layout, 
typography, images, and vector graphics. PDF 
files are cross-platform compatible.  
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Software related to PDF files:
•		 Adobe	Acrobat	Reader	(view and print PDF files)

•		 Adobe	Acrobat	(full version - view, print, 
advanced features)

•		 Adobe	Acrobat	Distiller	(used to create PDF files)

Most newer District computers  have the 
ability to create a pdf:  Select "Print" from 
the "File" drop down menu, choose "Adobe 
PDF" from the printer drop down list, click OK, 
choose a location on your computer where 
you would like to save the file, click SAvE.

Typefaces/Fonts
There are thousands of different typefaces 
available from many sources and we may 
or may not have the same typefaces on 
our systems that you have used in your 
document. Please supply the fonts along 
with your document. The closest match on 
our system will be substituted if fonts are 
missing.

Graphics/images
Either imbed clipart/photos into your 
document or send the original graphic files 
along with the document file. Resolution 
for photos and other images should be set 
at 300 or above.

Digital Camera/Smartphone Photos
may not reproduce properly in the 
copying/printing process unless certain 
criteria is met. Please call before using this 
type of photograph.

File submission
Submit files as an attachment to the online 
work order, as an attachment in an email 
message, or on a CD or flash drive.

Requesting electronic files
Depending upon the type of document, 
we may be able to supply an electronic 
version of documents created in our shop. 
If an electronic version is needed as well 
as paper copies, please let us know before 
we begin.



10 GuIDE TO SERvICES Document Services Center

Orders requiring a specific ink color, 
special paper stock incompatible with 
copiers, large quantities (b/w or black 
plus another color), envelopes, and any 
type of document such as letterhead and 
certificates that will be run back through 
a personal printer or copier, are produced 
using the offset presses.

Equipment
One, two-color press, one single-color 
press, and an imagesetter.

Paper types/weight
Our printing presses handle paper 
sizes up to 11"x17".  A wide variety 
of weights, colors, and textures are 
available.  Many factors are considered 
in the selection of paper for your 
project.  Document Services staff can 
help you select or suggest the most 
appropriate and economical paper for 
your project.

Ink colors
A wide variety of ink colors are 
available.  One to four “spot” colors 
are the most common and four-color 
process printing (ex. documents which 
include full color photographs) is also 
available.

Offset printing is excellent for reproducing higher quality single and multiple 
color documents with type, illustrations, and photographs effectively.

Document preparation
Most documents printed on the 
press usually require graphic design 
work to achieve the desired look and 
effect.  After the document has been 
prepared, polyester printing plates are 
produced.

If you wish to submit camera-ready 
copy and the job requires more than 
one ink color, please call us to discuss 
color separation issues.  Each color 
must be on its own original and meet 
specific guidelines.

Production time
The amount of time required to 
complete your job will depend upon 
such factors as the number of copies 
to be printed, availability of special 
paper stock, number of ink colors 
required, and shop workload.

Publications, unusual jobs, and large 
volume jobs require more time than 
simple forms, letterhead, envelopes, 
and other single color jobs.

Graphic design and bindery requirements 
are separate processes and if needed, 
may require additional time.
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High-speed digital copiers (3)
•	 Paper	type/weight
 White and color paper, card, 

transparencies, and labels in sizes 
8.5"x11" (letter), 8.5"x14" (legal) and 
11"x17".(ledger/tabloid)

•	 Machine	features
 Automated two-sided copies, 

collating, and corner or side stapling, 
and tape binding.  

Document preparation
Most jobs assigned to the copiers should 
need little or no preparation.  Jobs are 
camera ready (black copy on white 
paper), and are put on the copier with no 
additional handling.

Originals that are not camera-ready will 
need additional processing by the copier 
operators or in graphic design.  Please see 
page 7 for specific information on camera-
ready copy.  Bound books will have the 
binding cut off.

June through October
are exceptionally busy months in the Document Services Center.

Between February and May each year, staff are encouraged to send in orders that 
will be needed at the beginning of the next school year.  Do not wait until August or 
September when school starts.  Orders are processed in the order they are received (i.e. 
first order in will be the first order out).

Digital high-speed copiers provide quick and economical production of basic 
documents.

Color copier
A digital color copier is available to print 
color work.  The color copier can handle 
documents in sizes up to 12" x 18" on regular 
weight paper, card stock, transparencies, and 
labels.

Although copies can be reproduced from a 
paper original, submit an electronic file for 
highest quality.

The cost is considerably more than regular 
black/white copies.

Production time
Most jobs that are produced on the copiers 
have approximately a one to two-day 
turnaround time November –April.  Jobs 
with large amounts of originals and/or 
quantities will take longer.

Graphic design and bindery requirements 
are separate processes and if needed, 
may require additional time.
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Collating
Jobs with more than one page will be 
assembled in numerical order (when 
requested) either by machine or by hand.

Cutting*
Jobs are cut as requested, for sizes less than 
8.5" x 11", or to trim booklets.

Folding
Hand folding* for small jobs with small 
quantities and machine folding for 
brochures, programs, etc. is available.

Hole drilling
Holes are drilled by machine in various 
sizes and number of holes.  Drilling for 
3-ring notebooks is the most requested 
type.  Other single and multiple holes are 
drilled as specified.

Numbering§

Numbers, generally used for tracking 
purposes, can be printed on material such 
as tickets, forms, and certificates.

Padding*
Padding is used bind paper together in 
sets such as note pads and NCR forms.

Various methods are used to bind and finish documents.

Coil or Plastic binding*
A coil or plastic comb binding is available 
to hold documents together in a book 
format and allows each page to be turned 
independently so that the pages lay flat.

Stapling
When requested, documents will be 
stapled either in the corner, two staples 
on the side, or center stapled for booklets 
(saddle stitched).

Tape binding
Tape binding on jobs produced directly 
from the copiers is available to hold 
documents together in a book format 
similar to a traditionally bound book.

Tabbing*
“Tabs” or seals are placed by machine to 
hold the top edges together of folded-self-
contained newsletters, flyers, etc.  that will 
be mailed through the u.S. Post Office (tabs 
required, staples not allowed). The address 
must be at the top unbound edge of the 
mailpiece (fold at the bottom).

Envelope insertion/sealing*
A machine automatically inserts letters into 
an envelope and seals it. This is typically 
used for letters and report cards that will 
be mailed through the u.S. Post Office.

SPECIAL NOtES:  Stapling is faster and less expensive than coil or plastic binding.  
Bright paper colors cost more than standard paper colors.  Numbering, padding, and 
plastic binding incur additional costs.

Production time
*Some binding and finishing services require additional time to complete.

Please allow at least one to two extra days for each process.
§Allow approximately three to five extra days for numbering.
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Banners and large posters/signs:
A wide-format printer is available to produce 
banners and large posters when sizes larger than 
12" x 18" are needed.  Maximum width is 3.5 ft., 
maximum length is 16 ft.  There are three types 
of material to chose from: heavy plain paper, 
heavy gloss paper, and weather-resistant vinyl for 
indoor/ourdoor use.  Cost is calculated per square 
foot. Posters can be mounted on foam board or 
chipboard and grommets inserted for hanging. 

When placing an order, choose "Printing 
Order" (not Quick Copy) and make the 
following selections: Finished Size = Wide 
Format Posters; Main Paper Stock - Type = 
Poster, Stock Selection – choose gloss, paper, or 
vinyl.  Be sure to list the exact size in Special 
Instructions  - there is no standard size for 
wide-format banners/posters/signs.

CD-DVD burning/duplication:
We can copy your documents to CD or DvD disks.  
Multiple copies of a disk can be reproduced and 
a "label" can be printed directly on the disk.  Label 
design is also available.

Document scanning/scan to file: 
Paper documents can be scanned to a PDF or 
Microsoft Word file and printed or emailed to 
others.

Laminating:  A large-format (24" wide) 
laminator is available for protecting your 
documents.  this machine is SELF-SERVICE 
ONLY.  Please call ahead so the machine can 
be turned on and ready to go when you arrive.  
There is a charge for laminating.  The cost is 
per linear foot and will be measured by DSC staff.

PDF fillable form creation:
Documents and existing PDF files can be 
converted into fillable PDF form files where 
users can enter their information directly in the 
PDF on their computer. It can then be printed 
and saved for reuse or archiving. To order, choose 
Store Order - Graphic Design. Include instruction 
in the work order and email the file(s) to our 
graphic designer. 

QR codes: Quick Response Codes are a great, 
cost effective way to provide additional in-depth, 
detailed information for student instructional 
materials and student/parent communication 
without added printing costs. 

How Does It Work? The person viewing the 
document scans the code with their smart 
phone and is directed to, for example, a web 
site or other documentation that provides 
additional information and can be saved for 
viewing/printing, or forwarded to email.

Recycling: Contact us for information 
about recycling document related paper, 
used copier supplies, and electronic devices.

Variable-data printing:  DSC offers 
variable-data printing, which is a form of 
digital printing in which elements such as 
text, graphics and images may be changed 
from one printed piece to the next using 
information from a database or external file.

For example, a set of personalized letters, each 
with the same basic layout, can be printed with a 
different name and address on each letter. 

The most common uses are to print student 
names on certificates, and names/addresses 
directly on general information letters, postcards, 
newsletters, etc. that will be mailed through the 
u.S. Post Office - no labeling needed! 

Web design:  Our graphic/web design 
specialist is responsible for maintenance of the 
Pueblo City Schools public web site including: 
create and update page layout, graphics, 
content, and electronic documentation; 
create graphics for school/department sites,  
and provide support to school web site 
administrators. Assistance is also provided for 
district intranet sites.

Yearbooks: DSC offers elementary school 
yearbooks. We have a unique program that 
allows customers to customize the design, color, 
size and cost that best fits their school’s needs.
•	 Designed	to	enable	all	elementary	schools	to	

offer affordable yearbooks to their students. 
•	 No	minimum	order	quantity	
•	 Templates	are	provided	and	assistance	offered	as	

necessary. 

•	 An	email	is	sent	to	all	principals	in	September	of	
each school year with the yearbook information.

TRY IT! 
 scan this code

with your smart phone
for more information!
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District mail delivery
Completed orders are packaged for delivery to specified locations within Pueblo City 
Schools and District 70 unless “hold for pickup” is selected on the work order.  Documents 
can also be distributed to other sites if a distribution list is provided.

Bulk mail preparation
All bulk mail to be delivered via the U.S. Post Office requires processing through Document 
Services.  Specific requirements for preparing materials must be met according to postal 
regulations.

Whenever possible, delivery addresses are printed directly on mail pieces.  All addresses 
must be verified for accuracy using uSPS approved address verification software. 

•  The following bulk mail preparation information below is for reference purposes only and is subject to change. •

Addressing the mail piece
use all capital letters and no punctuation 
in the delivery address block.

The return address must appear in the 
top left corner as follows:

PuEBLO CITY SCHOOLS
SCHOOL NAME
ADDRESS
CITY   STATE   ZIP

Preparing folded self-mailers and booklets
Tabs are required by the post office to hold the top edges together of folded, self-contained 
newsletters, letters, flyers, etc.  The address must be at the top unbound edge of the 
mailpiece (fold at the bottom).  We have equipment that will automatically place sealing 
tabs on mailers.
•	 Staples,	clasps,	string,	buttons,	or	other	protrusions	are	not	

accepted and will be rejected by the post office.

•	 Pens,	pencils,	keys,	bottle	caps,	and	other	rigid	items	are	
prohibited.

•	 Must	be	held	together	by	two	tabs	or	wafer	seals	affixed	to	
the top unbound edge of the mail piece with the address 
also at the top unbound edge.

EXAMPLE:

The Document Services Center 
provides an automatic tabbing service 
to affix the wafer seal(s) required to 
hold self-mailers together.

2 TABS

PUEBLO CITY SCHOOLS
SCHOOL NAME
ADDRESS
CITY STATE ZIP

POSTAGE

folded edge – bottom

Top open edge
tab tab

NAME
ADDRESS
PUEBLO CO 81000

EXAMPLE:  (not drawn to scale)

PUEBLO CITY SCHOOLS
SCHOOL NAME
ADDRESS
CITY STATE ZIP

NAME
ADDRESS
PUEBLO CO 81000

NON-PROFIT ORGN.
U.S. POSTAGE

P A I D
PUEBLO, COLORADO

Permit No. 173
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U.S. Post Office guidelines
Pueblo City Schools has a postage permit for use in mailing large quantities such as letters, 
newsletters, etc. (bulk mail).  Specific requirements must be met when using the permit. 

MAIL PIECE SIZES
•	 Letter Size – Height  :  Maximum = 61/8"  /   Minimum = 3 1/2"   |   Length  :  Maximum = 111/2"  /   Minimum = 5"

•	 Postcard Size – Height  :  Maximum = 41/4"  /   Minimum = 3 1/2"  |  Length  :  Maximum = 6"  /   Minimum = 5"

•	 Flat Size — Height and Length larger than specified for Letter Size.
 Example: 8.5 x 11" newsletter that is left “flat” and not folded in half to make it fit within the Letter Size 
dimensions. The postage rate is higher for flat mail.

NOtE: Mail in sizes not conforming to the above specifications may be assessed a nonmachinable 
surcharge in addition to the regular postage rate. The surcharge may also be assessed if dimensions of mail 
piece does not fall within guidelines —  i.e. should be rectangular, not square.

DETERMINING THE TYPE OF PERMIT IMPRINT REQUIRED
FIRST CLASS MAIL
1.  The mailing consists of identical forms containing information that is specific to 

the individual receiving the mailing, such as test scores, report cards and payroll 
direct deposit notification.

2.  There must be a minimum of 500 pieces when using the “Presorted First Class” 
imprint. The imprint without the word “Presorted” may be used if there are less than 
500 but at least 200 pieces. The imprint may not be used if there are less than 200 pieces.

3.  Mail will be returned if undeliverable.
4.  Processed by the post office before other classes of mail.

STANDARD MAIL – Non-profit Orgn.
1.  The mailing consists of identical information that is not specific to the individual 

receiving the mailing, such as newsletters, invitations to open house, awards 
assemblies, etc.

2.  A minimum of  200 pieces is required.
3.  Mailing may not contain information that advertises, promotes, offers or, for a 

fee or consideration, recommends, describes, or announces the availability of any product or 
service. (Exception: If the sale of a product is substantially related to the accomplishment of the purpose 
of the organization other than the production of income: i.e.;  a school sells clothing that students are 
required to wear to school.) Sponsor or contributors may be thanked or recognized by listing a name 
and/or logo only. Addresses, phone numbers, email address, website addresses, or teaser are not 
allowed.

4.  Mailing of any material on behalf of, or produced for another organization or business is not allowed.
5.  Mail will not be returned if undeliverable.
6.  Processed by the post office after other classes of mail.

STANDARD MAIL – Presorted Standard
1.  The mailing consists of identical information that is not specific to the individual 

receiving the mailing.
2.  A minimum of  200 pieces is required.
3. Mailing does not meet the criteria to qualify as lower cost Non-profit mail – see 

numbers 3 and 4 above.
3.  Mail will not be returned if undeliverable.
4.  Processed by the post office after other classes of mail.

PRESORTED
First Class Mail

U.S. POSTAGE

P A I D
PUEBLO, COLORADO

Permit No. 173

First Class Mail
U.S. POSTAGE

P A I D
PUEBLO, COLORADO

Permit No. 173

NON-PROFIT ORGN.

U.S. POSTAGE

P A I D
PUEBLO, COLORADO

Permit No. 173

PRESORT STANDARD

U.S. POSTAGE

P A I D
PUEBLO, COLORADO

Permit No. 173

•  The guidelines above are for reference purposes only and are subject to change. •



16 GuIDE TO SERvICES Document Services Center

Site copier program management
The Pueblo City Schools’ site copier 
program is managed by our department.

The site copier program:
•	 provides	uniform	machines	throughout	the	

district;
•	 provides	total	accountability	for	the	usage	of	

each machine – user and site;
•	 lowers	supply	and	maintenance	costs;
•	 eliminates	the	need	for	multiple	pieces	of	

equipment for copying needs; and
•	 provides	reliable	copier	maintenance	and	

repair.

Usage guidelines
The intended use of copiers located at school 
and other sites is for small quantities. Each 
principal determines the monthly copy/print 
limit for staff.

User codes
Each “user” is issued a user code that must 
be entered each time the copier is used.  
The copier records the amount of copies 
made while a particular code is activated.  
Scan to email and faxing does not apply to 
the monthly limit. user codes are issued by 
the school secretary.  NEVER GIVE OUt YOUR 
USER CODE tO ANYONE for any reason!

Equipment
Each school and other district sites are 
issued one or more copiers for low volume, 
quick copy use.

The site copier program provides quality, multi-function copiers and supplies 
at a reasonable price at each school and administrative department 
throughout the district. 

Copier models are selected according to 
the volume and type of copies produced at 
each site.  

Supplies
Supplies for the copiers are shipped 
automatically from the vendor to each site. 
If the copier gives a low-toner warning 
and no cartridges are on hand, call the 
vendor and order one (toner is included in 
the overall cost of the machine).  Staples 
for the large copiers are supplied by the 
Document Services Center.

Maintenance
vendor technicians are responsible for 
servicing the copiers under contract with 
the district.  For a physical, tangible problem 
with the machine, place a service call to the 
vendor.  A technician will call back for more 
information.  The technician should arrive 
within four hours.  Our office staff monitors 
all service calls.  For any intangible problems 
such as a user code, printing or fax errors, 
call DSC or the IT help desk.

Vendor/copier selection
Our department utilizes an RFP to evaluate 
all of the vendors, equipment, and supplies 
on the market and selects the best and 
most economical program to meet the 
needs of Pueblo City Schools.

BEWARE OF tONER PHONERS! 
“Toner Phoners” call pretending to be the district’s copier supply company.  They ask for the model and 
serial numbers of copiers in the building.  If you give them this information, they use it to send supplies for 
your copier and send a bill with an outrageous cost.  DO NOt GIVE OUt ANY INFORMAtION PERtAINING 
tO COPIERS At YOUR SItE tO ANYONE! REFER tHEM tO tHE DOCUMENt SERVICES CENtER.  Ask the 
person to give their name, the name of the company they work for, and a phone number (although they 
will probably hang up!) We will investigate the call to verify the information.
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What is a copyright?
Copyright is a form of protection 
provided by the laws of the United 
States (title 17, u.S. Code) to the authors 
of “original works of authorship,” 
including literary, dramatic, musical, 
artistic, and certain other intellectual 
works.  This protection is available 
to both published and unpublished 
works and generally gives the owner of 
copyright the exclusive right to do and 
to authorize others to do the following:

•	 To	reproduce	the	work;

•	 To	prepare	derivative	works	based	upon	
the work;

•	 To	distribute	the	work	to	the	public	by	sale	
or other transfer of ownership, or by rental, 
lease, or lending;

•	 To	perform	the	work	publicly;

•	 To	display	the	copyrighted	work	publicly

It is illegal for anyone to violate any of 
the rights provided by the copyright law 
to the owner of copyright.

Copyright protection subsists from the 
time the work is created in fixed form.  
The copyright in the work of authorship 
immediately becomes the property of 
the author who created the work. 

Ownership of a book, manuscript, 

 If reproducing a document, or visual elements included within a document, 
would violate copyright/trademark laws or District policy, it will be returned to 
the sender.  Document Services requires written permission from the copyright 
owner in order to reproduce any copyrighted materials.

painting, photograph, computer 
software program or a copy of such 
items does not give the possessor of 
these items the right to copy them. 

Copyrights also protect works on the 
internet and The Digital Millenium 
Copyright Act (DMCA) of 1998 
heightens the penalties for copyright 
infringement on the internet.  (www.
copyright.gov/legislation/dmca.pdf )

What is not protected?
Several categories of material are 
generally not eligible for federal 
copyright protection, including:
•	 Works	that	have	not	been	fixed	in	a	

tangible form of expression

•	 Titles,	names,	short	phrases,	and	slogans;	
familiar symbols or designs; mere 
variations of typographic ornamentation, 
lettering, or coloring; mere listings of 
ingredients or contents

•	 Ideas,	procedures,	methods,	systems,	
processes, concepts, principles, discoveries, 
or devices, as distinguished from a 
description, explanation, or illustration

•	 Works	consisting	entirely	of	information	
that is common property and containing 
no original authorship (for example: 
standard calendars, height and weight 
charts, etc.)

Please note that the information provided on these pages is not exhaustive and is provided as 
general guidelines and examples only. Most of the information provided assembled from the US 
Copyright Office, US Patent and Trademark Office and Treasury Department web sites.

Pueblo City Schools copyright compliance policy: File EHC(2).

…continued on next page
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Copyright notice
The use of a copyright notice is no longer 
required under u. S. law, although it is often 
beneficial.  

Fair Use
under “fair use” unauthorized reproduction 
of copyrighted materials is permissible 
for such purposes as criticism, comment, 
news reporting, teaching, scholarship, or 
research.

•	 The	use	must	be	for	purposes	as	teaching	or	
scholarship and must be nonprofit.

•	 Single copies for use in research, instruction 
or preparation for teaching: book chapters, 
articles from periodicals or newspapers, short 
stories, essays or poems, and charts, graphs, 
diagrams, drawings, cartoons or pictures from 
books, periodicals, or newspapers.

•	 Copying the whole of a work can’t be considered 
fair use: copying a small portion may be if 
guidelines are followed.

Trademarks
Names, words, and designs used to identify 
services or products such as Coca-Cola®, 
XEROX®, etc. are considered trademarks, 
service marks and/or logos.  The owner of 
a trademark, service mark or logo has the 
exclusive right to use or reproduce it. 

Restricted materials
Materials which are negotiable, or which 
can be used for identification purposes 
are considered restricted materials.  No 
restricted materials may be scanned.

Negotiable Instruments
The following materials can only be copied 
in black and white, single-sided and must 
be reduced to 75% or enlarged to 150% of 
its original size:

•	 Paper	Currency

•	 Travelers	Checks

•	 Money	Orders

•	 Checks/Drafts

•	 Internal	Revenue	Stamps

•	 Postage	Stamps 
 (Designs are copyrighted by the U.S. Postal Service. 

Refer to Copyright Protocol when making color 
copies.)

•	 Treasury	Notes

•	 Bonds

•	 Gold	Certificates

•	 Register	Receipts	and	Tapes

•	 Identification

Identification
The following items can only be copied in 
black and white:

•	 Passports	 •	 Driver’s	Licenses

•	 Badges	 •	 Identification	Cards

•	 Diplomas	 •	 Birth	Certificates

•	 Signatures	 •	 School	Transcripts

•	 Immigration	Papers	

•	 Certificates	of	U.S.	Citizenship

•	 Transportation	Tickets

•	 Automobile	Certificates	of	Title

•	 Parking	Permits

More information regarding copyrights can 
be obtained from the u.S. Copyright Office at 
(202) 707-5959 or 1-877-476-0778 (toll free) 
or on the web (includes laws, registration, 
searchable records, and more) at www.
copyright.gov/

For information regarding trademarks, 
contact the united States Patent and 
Trademark Office at 1-800-786-9199 (toll-
free) or on the web at http://www.uspto.gov

For information regarding restricted 
materials, contact the united States 
Treasury Department at (202) 874-8880.

If resulting economic loss to the copyright holder 
can be shown, even making a single copy of certain 
materials may be infringement.

…continued from page 17
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Copy is only on one side of each page/
sheet and all of the backs are blank.

Count the fronts of each page, ignore 
the backs.

6 5 4 3 2 1 

“Originals”  or "masters" are materials you give us to print/copy from – including 
laser prints and digital documents.

The total count is entered in “# Originals’”on the 
work order.  In the example above, # Originals = 6.

The total count is entered in “# Originals’”on the 
work order.  In the example above, # Originals = 12.

11 

12 

9 

10 

7 

8 

5 

6 

3 1 

2 
4 

Copy is on the front and back of all or 
most of the pages/sheets.

Count all of the sides as a separate 
page, including any blanks.

NUMBER OF SIDES
•	 Click	the	button	next	to	1-sided	on	the	work	order	if	the	finished	copies	are	to	be	printed	

on one side only with blank backs. (Example: [a] will result in 6 sheets of paper, [b] will result 
in 24 sheets of paper.)

•	 Click	the	button	next	to	2-sided	on	the	work	order	if	the	finished	copies	are	to	be	printed	
on both sides of the paper.  (Example: [a] will result in 3 sheets of paper, [b] will result in 6 
sheets of paper.)

[a] [b]

How To…
Count originals/masters
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•	 MARGINS: Whether submitting paper copies 
or digital files, the document must have proper 
page margins. A white border of at least 3/8” 
must be left on all sides of the page (unless a 
“bleed” is requested). A center margin of two 
times the outside margin measurement is 
required so that copy is not too close to the 
center fold (3/4" in this example).

•	 PAGE COUNT: The number of pages in the 
document must be evenly divisible by 4 (4, 8, 
16, 20, etc.). For example, if the document has 14 
pages add 2 more pages (even if they are blank), 
or remove 2 pages so that the document ends 
up with either 16 or 12 pages. 

•	 PLACEMENT:  Odd numbered pages (1, 3, 5, etc.) 
are always placed 
to the right. Even 
numbered pages 

Follow these instructions to layout pages that will be made into a booklet. The size in the 
examples are for a 5.5” x 8.5” booklet – 8.5” x 11”  sheet folded in half.  Follow the same 
procedure for other sizes.

(2, 4, 6, etc.) are always placed to the left. (See 
“Page Spreads” illustration [a].)

•	 CREATE PAGE SPREADS: use this method to 
figure out how to assemble the page spreads 
correctly: Divide your total number of pages by 
4. Count out “x” number of sheets of paper (x = 
the number after dividing) and fold them in half 
together. Number each page in pencil, front and 
back, beginning with 1 on the front page. unfold 
the pages and use them to layout your page 
spreads. This works whether the document is 
small or large.
– NOTE!  Adobe InDesign and Microsoft Publisher are 

capable of automatically creating booklet spreads. 
Refer to specific software user documentation 
for instructions.  Our copiers are also capable of 
creating booklet spreads if masters are 5.5"x8.5".

•	 CHECK IT: Make a front and back copy of the 
page spreads, fold them in half together, and 
the pages should be in the correct order (see 
folded booklet illustration [b]).
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Individual Pages

Page Spreads [a]

 [b]
Pages after

printing spreads
and folding

into booklet.

Always number pages of a book/booklet — 
odd numbers on the right, even on the left.

When numbering pages, the cover(s) are 
usually not assigned a page number.

How To…
Create a
folded booklet layout



Pack and Go (Microsoft Publisher 2010)
Please use Microsoft Publisher's Pack and Go feature to submit and print your Publisher files properly.  This 
is required for yearbooks and is highly recommended for any document that contain images.   (NOTE:  the 
Pack and Go process for earlier versions of  MS Publisher is different.)

1. Click the File tab.

2. Choose Save & Send, select Save for a 
Commercial Printer.

3. under Save for a Commercial Printer, you have 
the following options:

•	 File	size	and	quality	options:		Select	High quality 
printing from the dropdown menu.

•	 Save	PDF	and	Publisher	files,	or	only	PDF:	You	can	
save both a PDF and .pub file, or you can save 
only a PDF file to take to your printer.   Select the 
Both PDF and Publisher .pub files option.

4. Click the Pack and Go Wizard 
button.

5. Select a location to save the 
file.  

6. The wizard will pack your files 
and save them to the selected 
location as a .zip file or folder, 
select or clear the Print a 
composite proof check box, and 
then click OK.

 NOTE:  The Print a composite proof check box is always selected by default. use the composite 
proof to review and catch any errors in a printed version of your publication before you send the 
file to Document Services printer. 

Instructions for creating PDF files, Converting Color Text 
and Graphics to Black/Grayscale, MS Publisher Pack and 
Go Feature, etc.  can be found on the DSC web site (How 
To Instructions).

How To…
Pack and Go
(required for yearbooks)

1

2

3

4

5 6

Email the .zip file or folder, copy onto a flash drive,
or burn onto a CD for delivery to Document Services.



 Office Fax Graphic Design 
 549-7140 549-7145 549-7199 
  

 PHONE vOICE MAIL BOX #

Mary Bocchietti  .................................................................................................. 549-7140 ............................ 6606
Supervisor email:  mary.bocchietti@pueblocityschools.us

Jon Addair  ..............................................................................................................549-7140 ............................ 6607
Press Operator I email:  jonathan.addair@pueblocityschools.us

Roman Aragon  .................................................................................................... 549-7140 ............................ 6605
Duplicating Machine Operator email:  roman.aragon@pueblocityschools.us

Renée Hahn  ............................................................................................................ 549-7199 ............................ 7199
Graphic and Web Design Specialist email:  renee.hahn@pueblocityschools.us

Jon Lack  ..................................................................................................................... 549-7140 ..............................N/A

Finishing and Distribution Assistant email:  jon.lack@pueblocityschools.us

Sue Longsdorf  ..................................................................................................... 549-7140 ..............................N/A

Part-time Assistant email:  sue.longsdorf@pueblocityschools.us

  DocumentServices@pueblocityschools.us

Please do not email order-related files to individual DSC staff (unless instructed to do so).
Job files should be attached to the online work order, emailed to the Document Services email 

address, or to Renee Hahn for orders involving graphic/web design.

Document Services Center web site:
http://documentservices.pueblocityschools.us

Pueblo City Schools does not discriminate on the basis of race, color, creed, national origin, ancestry, sex, sexual orientation, age, disability, religion, or other status 
protected by law in admission or access to, or treatment and employment in, its programs and activities.  Additionally, a lack of English language skills is not a barrier 
to admission or participation in activities, programs and employment. The following individual has been designated to handle inquiries regarding the non-discrimination 
policies: EEO/Affirmative Action/Title IX/Section 504 Compliance Officer, 315 West 11th Street, Pueblo, Colorado 81003, (719) 549-7154.

Si tiene alguna pregunta sobre esta información, por favor llame a la escuela de su niño.
07-2014 / DSC-RH


