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Publishing Services
ONLINE TEMPLATES
User Guide

Register or Log in to Online Templates

1. Register as a new user or log in as a returning user
1.1 From Harper College web site or HIP, search ONLINE TEMPLATES.
1.2 Follow links.
1.3 Set up new account or sign in.
1.4 New customer registration or returning customer sign in.

How to use Design Templates
Design Templates are used for Flyers, Postcards, Posters, etc.

1. Start a NEW Design Template Project
1.1 Select a category.
1.2 Select a size.
1.3 Select a style.
1.4 Name Project.

2. Click to Customize
2.1 Most text and images can be customized.

3. Text Changes
3.1 Select the text box to change copy
3.2 Use TEXT menu to change the text, including font size, spacing, color, etc.

4. Add or Change Current Image
4.1 Select the image.
4.2 Click CHANGE IMAGE in the FORMAT menu.
4.3 Upload your image using the drop down menu on left.
4.4 Click DONE.

5. Multiple Pages in Template.
5.1 Click PAGES. Select the three dots to add a new page.

6. PREVIEW to review Project in process
6.1 Select PREVIEW.
6.2 Click FINISHED to return to the SAVE screen.
6.3 Clicking YES, DONE or FINISHED does not Save Project nor prevent additional changes.
6.4 Changes can always be made at any time.
6.5 Save Project.
6.6 Project Saved menu.

7. Remember to SAVE after making any changes.
7.1 Always SAVE
7.2 Projects can be accessed for one year from last saved date.

8. Download a hi-res PDF for print.
8.1 Click Download to obtain a high-resolution PDF.
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How to use Form Field Templates
Form Field Templates are used for Business Cards, Envelopes, Memo Pads, etc.

1. Start a NEW Form Field Template Project
1.1 Select a category.
1.2 Select a card.
1.3 Select a campus/area.
1.4 Fillin fields.
1.5 Select a back.

2. SAVE
2.1 Save when complete or to continue working on at a later date
2.2 Project Saved menu.
2.3 My Projects Screen menu.
2.4 Projects can be accessed for one year from last saved date.

3. Download a hi-res PDF for print.

3.1 Click Download to obtain a high-resolution PDF.
3.2 Additional changes can be made any time.

The most current versions of Firefox or Chrome are recommended for best compatibility.

SAVE Project after making any changes.
Projects do not auto save.

Projects can be accessed for one year from last saved date.
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Register or Log In

How to register or sign into the Online Template System
Used for Flyers, Postcards, Posters, etc.

1 Register as a new user or log in as a returning user.

1.1 From either the Harper College website or HIP, search ONLINE TEMPLATES.

m Harper College

GET STARTED ACADEMICS REGISTER STUDENT LIFE

BUSINESS RESOURCES ABOUT US
Get Started Home / Search Harper College

Academics Search Results for "online templates"

Registration, Payment,

Financial Aid . m

Student Life

Noncredit Continuing Online Templates : Harper College

Education

wWelcome to Publishing Services Online Templates , our web-to-print is your
Business Resources solution for ordering customized Harper items like, business cards, letterheads,
envelopes, notepads, notecards, postcards, flyers and any other template based
needs you may have. Orders can be placed 24 hours a day, 7 days a week.
Need 500 flyers or postcards for an event or to promote a class? Save time and
use one of our templates to design and upload your project direoty to the print
center. Have an idea for a template? We are here to assist in developing a
template for your ongoing projects or help walk you through placing an order.
Call us at 847.925.6514 or email printshop@harpercollege.edu.

Walimentpercotosoodaboudroin sl myoserdesighy —>

About Us

1.2  Follow links to view available templates.

1 Harper College

GET STARTED AcaDEMICS REGISTER STUDENT LIFE BUSINESS RESOURCES asouTUs
5 Home / About Us / Campus Directory / Marketing Services / Online Templates
Campus Directory
Acadermy for Teacting Excelence Online Templates
Accounting Services 'Welcome to Publishing Services Online Templates, our web-to-print is your solution for ordering customized Harper
items like, business cards, letterheads, envelopes, notepads, notecards, postcards, fiyers and any other template based
Diversy and Incusion necds you may have. Orders can be paced 24 hours aday, 7 days a week
eionmont Hoath and Sty Neod 500 fyers o postcards for an event or fo promote a lass?

Save time and use one of our templates to design and upioad your project directly to the print center.

Harper Early Alert Team (HEAT) Have an idea for a template? We are here to assist in developing a template for your ongoing projects o help walk
you through placing an order.

Human Resources

Call us at 847.925.6514 or email printshop@harpercollege.edu.

Marketing Services

Editorial Style Guide ——
| Identity Standards { Click to View Available Templates )
—————
Logos

Mail Center The most current versions of Firefox or Chrome are recommended for best compatibily.
Marketing Project Request

Photography Request

Stationery Templates

Oniine Templates.

Web Edit Request

1.3  Set up a new account using your Harper College email or sign in as a returning customer.

&4 Mv Carts @HELP

Returning Customer. New to our Site..

1.4  New customer registration. Returning customer login.

Email Enter your data.
Reenter Emal Email
Password

Password
Reenter Password

Forgot your password?

First Name
Last Name

Remember me

Division

Department

New to our site?
Location

Create your account

Main Phone ‘

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.

~1 Remember me
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Design Templates

How to use Design Templates
Used for Flyers, Postcards, Posters, etc.

1 Start a NEW Design Template Project

Example: Postcard Template

1.1 Select a category.

Select a category.

Envelopes Flyers Postcards

1.2 Select a size.
Select a size.

0

Medium Postcard
5.5" x 8.5"

Large Postcard
5.5" x 11"

1.3 Select a style.
Select a style.

Campus Photo Large
Postcard

Side Image Large
Postcard

1.4 Name Project.

Name Project. Click to Customize. Save Project. Do

Enter Name Here

™ ) 3
e v
‘ o

OF

atr A - RARSEY Wik
COLLEGE EDUCATION

A

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Design Templates

2 Click to Customize
How to add/change copy and pictures in a Design Template.

2.1 Most text and Images can be customized, depending on the specific Desigh Template used.

harpercalkge.odu

Click to Customize View PDF Proof

After Click to Customize, the Edit Menu appears.

@ [ B v B

200M PREVIEW FINISHED ~ CANCEL

3 Text Changes

How to format and customize text in a Design Template.

3.1  Select the text box to change copy.
Select FORMAT from top bar to access the TEXT and FRAME menus located on the right.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Design Templates

3.2 Use TEXT menu to change the text, including font, size, spacing, color, etc.
Use FRAME menu to change the text box the copy is in (angle, opacity, alignment).
Use ADD TEXT to add additional text boxes if needed.
] T 4 ] v a8

PAGES IMAGES ADD TEXT PREVIEW FINISHED  CANCEL

Helvetica Neue LT Std

o lo

65 Medium
SIZE

—_— s54pt
LINE SPACING
g - 1.13

LETTER SPACING
-

VERTICAL SCALE

— 100%
HORIZONTAL SCALE

) I 100%
OPTIONS

E== U

COLOR LINKTO:

TEXT to change copy/text

R B T QI B v

PAGES IMAGES ADD TEXT Z00M PREVIEW FINISHED  CANCEL

ROTATION ANGLE

OPACITY
100%

ALIGN
MeEeheseS

ARRANGE

FRAME to adjust box properties

FINISHED  CANCEL

FONT
Helvetica Neue LT Std <]

75 Bold
2 36 pt
Ao T3 Ferel R b oo
TEST POSTCARD o ST . | ADD TEXT adds a new text box

New text boxes always appear
in top left corner. Move text box
to desired location.

Click DONE on right side of menu when text changes are complete to exit the text box.
Click FINISHED in top bar when all changes are complete to exit the customize menu.

Additional changes can always be made.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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4 Add or Change Current Image

How to manipulate and place images in a Design Template.

Design Templates

41 To change the image, select the image.
4.2 Click CHANGE IMAGE in the FORMAT menu on right side.
4.3  Use the Upload drop down menu on top left to UPLOAD YOUR IMAGE.
Select IMAGES.
Select Upload to find your desired image.
Click CHOOSE.
4.4  Click DONE in the FORMAT menu on bottom right side when finished with image changes.
N 0 P W v a

UPLOAD YOUR IMAGE }
CHOOSE |
|

MAINTAIN ASPECT RATIO

FRAME ROTATION

CONTENT ROTATION

FILL STROKE
STROKE WEIGHT

Opt
OPACITY

100%
FIT FLIP

" [ P:9)
ALIGN
CTehsss s
ARRANGE ~ CROP  LINK
O h ¢

e
RGO

Click DONE on right side of menu when image changes are complete to exit the text box.
Click FINISHED in top bar when all changes are complete to exit the customize menu.

Additional changes can always be made.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Design Templates

5 Multiple Pages in Template

How to access or add pages in a single Design Template

Click PAGES to access the second page of the postcard.

5.1
Select the three dots to add a new page.
PR e [ v ?
Copy does not flow from one page to the next.
6 PREVIEW

Review project while in process

6.1 PREVIEW Project any time.
After making changes, click FINISHED to return to the SAVE screen.

6.2

B
PREVIEW

E® T h Q Q [
Z00M

PAGES IMAGES ADD TEXT UNDO

6.3  Clicking YES, DONE or FINISHED does not Save Project nor prevent additional changes.

Are you finished designing?
; N

6.4 Changes can always be made at any time.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Design Templates

6.5 Save Project. The system does not automatically save changes; you must click SAVE.

Save Project after making any changes.

Notes

6.6 Project Saved appears after saving a new Project.
it+3 Harper College

Welcome Demo User
Templates My Projects  Resources » My Profile  Sign-Out
@ e

Project Saved

Your Project has been saved.

This is a design only program; a print order was not automatically created.
To order printing, upload final PDF to Publishing Services at printshop.harpercollege.edu.

You can access this Project or any other projects you have worked on by clicking the My Projects link in the top bar.

To start working on a new Project, click the Templates link in the top bar.

To start a new Project, click on Templates.

To access saved Projects, click My Projects.

OPTIONS from My Projects screen
Edit a Saved Project
From the My Projects screen, click on the Project Name.

L4 Harper College,

Welcome Demo User

Templates My Projects MyProfie  Sign-Out

Qe
Mine B ismontns [ CreateDate ¢ B Go | searchTools
Select all jobs on this page 4 ltems Refresh
v Duphca(‘ Postcard Full Photo Order Form Layout (Test Postcard > 2&;!;\(;55&
«  Duplicate Postcard Full Photo Order Form Layout (Test Postcard - College Education) ggl;\cpaser

Create a new Project based on an existing Saved Project
From the My Projects screen, click on Duplicate.

Welcome Demo User

Templates | My Projects  Resources » About Us » MyProfie  Sign-Out
— @
Mine. B 15monns [ CreateDate ¢ B o | searchTools

- Select all jobs on this page. 4ltems Refresh

Demo User

+ | Duplicate  Postcard Full Photo Order Form Layout (Test Postcard ) Do

«+ ouplicate Jostcard Full Photo Order Form Layout (Test Posteard - College Education) Ptidvad

Projects can be accessed for one year from last saved date.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Design Templates

7 Remember to SAVE after making any changes.
Save project when complete or to continue working on at a later date

7.1 Always SAVE after making any changes.
The system does not automatically save changes; you must click SAVE.

a3 Harper College

Welcome Demo User
Templates My Projects  Resources » About Us » My Profile  Sign-Out

@ Hee
Jobs/Carts > Job #5063085 > Item #1315972

Files/Proofs Logs

Name Project. Click to Customize. Save Project. o e
Download PDF.
Always Save Project.

. Save Project after
Name Project Test Postcard making a’ny changes.

S

e " §5 28

TEST POSTCARD

Download PDF. Upload
final PDF to Publishing
Services. Print to local
printer. Attach and
distribute by email.

Click to Customize View PDF Proof

Save Project after making any changes.

Notes ’

Notify Demo User about the update.

L

7.2 Projects can be accessed for one year from last saved date.

8 Download a hi-res PDF for print

8.1 Click Download to obtain a high-resolution PDF.
A hi-res PDF will download from the system to your downloads folder on your computer.
The hi-res file can then be upload to Publishing Services as current print requests are done,
printed at your desktop printer or attached to an email for electronic distribution.

Welcome Demo User

Templates My Projects  Resources » My Profile ~ Sign-Out

@ He
Jobs/Carts > Job #6063085 > Item #1315972

Files/Proofs Logs

Name Project. Click to Customize. Save Project. S e
Download PDF.

Always Save Project.
" Save Project after makin,
Name Project  Test Postcard any chan’ges, 9

Download PDF. Upload
final PDF to Publishing
Services. Print to local

TEST MORE B i oo ore
,CHANG SCL%,, A

¥

Click to Customize ~ View PDF Proof

Save Project after making any changes.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Form Field Templates

How to use Form Field Templates
Used for Business Cards, Envelopes, Memo Pads, etc.

1 Start a NEW Form Field Template Project

Example: Harper Business Card
1.1 Select a category.

Select a category.

_ ~ -
- -
1 S B
=
Business Cards Envelopes Flyers

1.2 Select a card.

Select a Business Card.

Harper College -
Business Cards

1.3 Select a campus/area.

1 Harper College, % Harper College

| Welcome Demo User Welcome Demo User

| Harper College ‘ Harper College

| : )
| Templates > Business Cards > Harper College - Business Ci Templates > Business Cards > Harper College - Business Ci

Select campus/area. Enter informat | Select campus/area. Enter informat

* *

Select campus/area. v £ iect campus/area.
lain Campus

Notes Prospect Heights Campus
Schaumburg Campus

Harper Athletics

Harper OneStop

Business Solutions

Learning and Career Center
jojcik Conference Center
8g|th and Recreation Cente

Save Project

Business Card Busines:

1.4  Fillin fields.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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rm Field Templates

1.5 Select a back if desired.

P Harper College,

| Welcome Demo User

Templates My Projects  Resources » About Us » MyProfile  Sign-Out
@
" Templates > Business Cards > Harper College - Business Cards
|
. . . B Card
Select campus/area. Enter information. Save Project. Download PDF. usiness care

| _ Always Save Project.
| * Main Campus Additional edits can be made
{ anytime.

Download PDF.

User

Title
Harper Employee

Department/Division
| Marketing
Optional line If needed

Campus Phone (if no extension, leave blank)
847.925.6541 Page 1 B

| Fax Refresh  View PDF Proof

Optional Secondary Phone
6 spaces for description at end (i.e Cell, Main, efc.)

Email
printshop@harpercoliege.edu

v Select One...

Appointment Card
Promise Campaign
Mission Statement,

Rack of card. No selection will print blank.
Preview

Notes

1 Save Project

2 SAVE
2.1 Save project when complete or to continue working on at a later date.

SAVE Project after making any changes. Projects do not auto save.
Projects can be accessed for one year from last saved date.

Select campus/area. Enter information. Save Project. Download PDF. Business Card

Always Save Project.

* | Main Campus B Additional edits can be made
anytime.
Name Download PDF.
Demo User
Title
Harper Employee
Department/Division
Marketing

Optional line If needed

Campus Phone (if no extension, leave blank)

847.925.6514 Page 2 B
Fax Refresh | View PDF Proof
Optional Secondary Phone

6 spaces for description at end (e Cell, Main, etc.)

Email
printshop@harpercollege.edu

Select optional back of card. No selection will print blank.
Mission Statement [ Preview

Notes [add notes here|

986 characters left

2.2 Project Saved appears after saving a new Project.
13 Harper College

Welcome Demo User

Templates My Projects  Resources » My Profile  Sign-Out

@ Hee

Project Saved

Your Project has been saved.

This is a design only program; a print order was not automatically created.
To order printing, upload final PDF to ishing Services at edu.

You can access this Project or any other projects you have worked on by clicking the My Projects link in the top bar.

To start working on a new Project, click the Templates link in the top bar.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Form Field Templates

2.3 From the My Projects screen, click on a Project Name to make additional changes
or to return to the Project to download a PDF.

a3 Harper College

Welcome Demo User

Templates =~ My Projects ~ Resources » About Us » My Profile ~ Sign-Out
@Hee
Mine <] 15montns [  Create Date ¢ B oo Search Tools
~ Select all jobs on this page
6 Items
Refresh
v Duphcat( Harper College - Business Cards iDmo User)
Demo User
3:36 PM
1

2.4 Projects can be accessed for one year from last saved date.

3 Download a hi-res PDF

3.1 Click Download to obtain a high-resolution PDF.
A hi-res PDF will download from the system to your downloads folder on your computer.
The hi-res file can then be upload to Publishing Services as current print requests are done,
printed at your desktop printer or attached to an email for electronic distribution.

Files/Proofs | Logs

Select campus/area. Enter information. Save Project. Download PDF. Business Card

Always Save Project.
* | Main Campus B Additional edits can be made anytime.
. Download PDF.
Name
Demo User
Title
Harper

Department/Division

Demo User

143 Harper College

Optional line If needed

Campus Phone (if no extension, leave blank)

Page 1
Fax
Refresh View PDF Proof

Optional Secondary Phone
6 spaces for description at end (i.e Cell, Main, etc.)

3.2 Additional changes can be made any time.

To start a new Project, click on Templates.

To access saved Projects, click My Projects.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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Form Field Templates

OPTIONS from My Projects screen

Edit a Saved Project
From the My Projects screen, click on the Project Name.

L4 Harper College,

Welcome Demo User

Templates My Proj Resources » About Us » MyProfie  Sign-Out
— @ree
Mine B 1smonts [ Creatodate ¢ B Go | searchTools
Select all jobs on this page 4ltems Refresh
|| ouplicatPostcard Full Photo Order Form Layout (Test Postcard 1) Demo User
~ | Duplicate Postcard Full Photo Order Form Layout (Test Postcard - College Education) Demo User

Create a new Project based on an existing Saved Project
From the My Projects screen, click on Duplicate.

L4 Harper College,

Welcome Demo User

—
Templates My Projects  Resources » About Us » MyProfie  Sign-Out
R @ e
Mine B 15montns BJ | createDate ¢ B oo Search Tools
Select all jobs on this page 4ltems Refresh
v | Duplicate  Postcard Full Photo Order Form Layout (Test Posteard ) Demo User
« (buplicate Jostcard Full Photo Order Form Layout (Test Postcard - College Education) Demo User

Projects can be accessed for one year from last saved date.

SAVE Project after making any changes. Projects do not auto save.
This is a design only program; Projects are not printed unless uploaded to Publishing Services.
The most current versions of Firefox or Chrome are recommended for best compatibility.
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