Entering Print Shop Orders

Log in to KACE as follows:
e User Name: District email
e Password: Same password you use for email
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“Home” page will appear.
e Click on “Service Desk” (highlighted in yellow):
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Have a problem? Want software?

Report it Go to the Downloads

page
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New page will appear:
e Select drop down menu on “Choose Action”
o Select “New Ticket From Queue”
e C(lick on “Kace - Print Shop”
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After selecting “Kace — Print Shop you will now be able to enter the new work order for Print Shop. The following information
must be entered on the “New Ticket” (see the following three (3) screenshots). NOTE: Information that is highlighted is
mandatory information. If the information is not provided your ticket will not be processed.
1. SCREEN SHOT NO.1

e “Title” area: Enter brief description and include the Store Issue number (Sl no.)

e “Summary” area: Enter detailed description of the print job (to include Quantity, Product ID, Account number, and

description)

2. SCREEN SHOT NO. 2

e Due Date must be entered.
3. SCREEN SHOT NO. 3

e Print job is a new form, newsletter, file, etc. then the file must be attached. After attaching file then you will click on
“Save”.

Screen Shot No. 1:

;H New Ticket | Kace - Print Shop
- Title: (r¢
O Sarvice Desk Print Newsletter - SI no. S20000((
Summary:
B I U §&§ x X A~-Ti- & © J~ 7~ 9~ E- E ~ E ~ E - -

Print 500 each newsletters. Shall be double sided and color. See attached file.
Product ID PS8511W20C2S
Account No. 199-x0x-6293-X0(-X00(-Y-XCX- XXX

SCREEN SHOT NO. 2
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SCREEN SHOT NO. 3

Attachments:

[C:\Users\elizabetl Browse... Tl.ﬂ.

& Add Another Attachment

Screenshots:
Y Paste Screenshot

m Apply Changes Cancel

Once you have clicked on “Save” then a ticket number will be issued. See the following example:

Service Desk > Tickets | All Queues

o Your ticket has been saved as TICK:151224.
h




