
Welcome to 
District Printing & Design
Online Ordering System!

REGISTRATION TO PRINT SHOP PRO:
from your desktop computer, go to this address. The system works best in Chrome or Firefox.

https://printshop.nocccd.edu/PSP/app/PSP_Start.asp

Click Log In on the upper right hand corner.

Enter your BANNER ID and 
PASSWORD

Click LOGIN and it will direct you to the next screen where you will complete your Registration Profile.
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You will want to bookmark the address below - note if you are looking remotely, you must be 
logged in to your VPN to access the site.



You have registered. You will receive an email when your account is activated.

Complete the information.

Select your campus and 
department by clicking 
on the arrow for a drop 
down list.

CONGRATULATIONS!
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REGISTRATION PROFILE

Must Click  Update
Very important or 
your information will 
not be saved.
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CLICK ON “NEW ORDER” THERE ARE 4 CHOICES:
1. Print/Project – Here you will find quick copies, color copies, brochures, posters.
2. Business Cards – Business Card templates for your campus.
3. Stationary – Campus specific letterhead and envelopes
4. Forms and Engraving – stock forms, certificates, name badges, desk signs.

PLACING AN ORDER

ORDER CATEGORIES

https://printshop.nocccd.edu/PSP/app/PSP_Start.asp

After successful login, you will be taken to the home page.

Login with your user name and password.



4

PRINT/PROJECT
Select what best describes your request

Step 1

Step 2

Example – Black Ink Copies

Select Finished Size

SELECT CATEGORY

SELECT FINISHED SIZE FOR BLACK INK COPIES
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Step 3

Number of copies, total finished 
sets you need to have back.

Number of pages, you’ll need to 
count the originals.

Choose your color of stock.

Use the down arrow to toggle 
between different weights.

PRINT ORDER INFORMATION



Step 4

Click on “Change” to toggle 
between None and bindery 
choices.

FINISHING

Step 5

Attach PDF file by choosing Yes

ATTACH FILE

If you ARE NOT attaching a file to your order, send your originals to District Printing and 
Design and attach a copy of the printing request to them (you have the option of printing a copy of the 
request at the end of your order).

NOTE: Check the quality of your originals before submitting. What you submit is what you will 
get in return. We do our best to fixed skewed copies, darken light copies, and clean up images.

We will NOT print anything that clearly has a copyright without permission from the author or publisher.
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Step 6

Your default 
budget number 
will show here, use 
the toggle button 
to select the 
correct one.

BILLING AND DELIVERY

Your site should show up here
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Select a due date. 
The default due 
date is a minimum 
of 4 days. Due 
to the volume of 
work, and to be fair 
to others, please 
submit your work 
in a timely manner. 
If you need a quick 
turnaround, please 
contact us and we 
will do our best to 
accommodate you.

Click finish to 
submit your order.
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ORDER PROCESS COMPLETE
Once submitted you will receive an email confirmation from Print Shop Pro.

Click Print Job Ticket to print 
a hard copy of your request to 
submit with your originals 
if you did not attach them.

Follow the same basic steps for all other print categories–
If you are unsure which category your project fit under, select “Hard to Explain/Custom

Use only if you don’t know 
what category suits your 
project!

Use this if you only need 
something designed with 
NO PRINTING
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NEW ORDER > BUSINESS CARDS

Click New Order > Business Cards

A screen will pop up with campus specific business card templates - 
Click on your campus

Fill in the text boxes with th card information. If you enter a 
field with an invalid format the system will alert you. Read 
the instructions under the prompt for the correct format.



Click Continue at the bottom to see a preview of your card
If your card is not the standard set up or has additional lines of information-fill out the order to 
the best of your ability. Note any extra information in the special instructions box.
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To close preview, 
click  X  at the top.

Check these two boxes to 
approve and click continue, 
or use the back button to 
make changes.

Note: some titles/Depts. 
will distort the fixed 
spacing. We will fix it!



Complete the order information - contact, site, budget number and select quantity
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Select delivery date and 
shipping info. if different from 
what is populated.

Use this box to add information, 
additional phone #’s, etc...



12

Click Continue to go to order summary - click Finish to submit the order.

This screen is your order 
confirmation - click on View 
Order Details to take you to 
the next screen where you 
can print the job ticket for 
your records or to submit 
with a custom card set up.
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You can print the job ticket 
for your records or to submit 
with a custom card set up.

Follow the same process for envelopes and letterhead. 
Follow the prompts, it’s pretty simple!
Remember if your project deviates from the standard set-up, fill out the information as much as 
possible, then send us a copy or the special verbiage.



Check these two boxes to 
approve and click continue, 
or use the back button to 
make changes.
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To close preview, 
click  X  at the top.
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Continued on next page

If you do not see your budget 
number in the drop down, 
you can add it here.



Continued from previous page.
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This screen is 
your order 
confirmation - 
click on View 
Order Details to 
take you to the 
next screen 
where you can 
print the job ticket 
for your records or 
to submit with 
a custom card 
set up.

NEW ORDER > FORMS AND NAME BADGES/NAME PLATES

Click New Order > 
Forms and Engraving
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Most Standard forms can be found in this area:
Pink RQ Attachments, Green Travel RQ Attachments, Time Cards, Accident Report, etc.

Click on the item you’d like to order and Add to Cart.

Click Continue Shopping to add 
more items, or 
View Cart to check out

This is also where you will find name badges for each campus and name/desk plates.

Click on the item and you will be prompted to add to your cart.

Click Check out.
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Contact Information
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Use this box to type name/
title for badges

Submit Order.

Continued from previous page.
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You can search by job name, 
date, budget #

For now, each job will go into billing review 
to check for accuracy prior to being posted. 
Once price is posted, you will be able to see 
it here.

If you have any questions, please don’t hesitate to call.

District Printing and Design
Anaheim Campus - Room 160
714-808-4600


