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Working with My Desian Onli

Use This Guide . . .
> e o Links to helpful videos:

This guide is designed to be used as a hands-on tutorial as it

provides an overview of basic MDO features. This guide may Creating an MDO Account

be used time and time again as a technical resource for each

: o MDO Overview and Page Creation
issue of your publication throughout the year.

Image, Text, and Volume Creation MDO

Technical Assistance Editing Volume and Submitting Orders MDO
We are here to help you every step of the way. Contact your
friendly, knowledgeable Customer Service Representative whenever

Editing text in My Design Online

you have a question about the program 866-435-7577. Creating a My Design Online Page

- Templates for newspaper | I
newsletter and sports !

| My Destan ,
+ Choose from a variety / ONLWVNE

of fonts for use in your l ° I
publication I I
« Build pages as you go! Once Em g 6p g
complete create a volume to l I
submit for printing I ]) Create oages I
« Multiple users may be :

logged on simultaneously I 2) Print and proof pages thoroughly I
allowing more than one .

person to work on the I 3) Mark pages as “Finished” I
publication at a time | 4) Create volume |
« Tons of F.reel':nes forusein I 5) Add finished . | I
your publication: INniIsnea pages 1o volume

“Shoutout Cutouts ! 6) Click Go to Order Form :
-Horoscopes I I
-Games 7) Log in to SchoolPrinting.com account

~Coloring P | : |

0 oring rages 8) Choose Place an Order at the top right of your screen

- Public Service J |
- Announcements & 9) Select Upload MDO Publication on the last step of the

“Filler Ads I order form, and choose the volume you wish to print. I
- Pre-designed ads . . . .

 Mazes I 10) Once your order is successfully submitted, you will receive I

| o confirmation page that includes your order number. I

« Color options available

~Newsprint - Monthly Spot | SChOOlpPintiIlg T |
Color and Full Color | POWERED BY JS PRINTING |

~Newsletter - Full Color
| Live Chat: www.SchoolPrinting.com | Email: info@schoolprinting.com | Phone: 866-435-7577 |

« PDF of printed order
available upon request: T T T I R |

Contact Customer Service


https://www.youtube.com/watch?v=lwBIJF5hOZ8
https://www.youtube.com/watch?v=b3HtM-ih_Ag
https://www.youtube.com/watch?v=8AfcJs_1Kz0
https://www.youtube.com/watch?v=Sq0bytshxYE
https://www.youtube.com/watch?v=MpKZ35HgUj0
https://www.youtube.com/watch?v=xhGq4pa9Apg

1 ) Hover O\/er the Design Online Home Blog FAQ Contact Us My Account Place an Order L ORDER SAMPLES )

tab on the home page of our

Website C“Ck Log in to MDO Products ﬁemng Started Get Quote Free Resources TeclmlcaiHelp Deslgnﬂn]lne
Log-n to MDO

If you have not created an MDO Leam Hore

account, click the Create MDO : : : il
Account button to set up your
account. NOTE: You must have a
SchoolPrinting.com account to create
a My Design Online account.

2) Enter your user name and
password and select Log In.

Username:

Password

| forgot my username/password

3) Select create New Page fr‘om the Create NewPage | ModifyPage | Create New Valume | ModiyValume | EditAccount pﬁ_ch_at} FAGs | MDO Resaurces | Log out |

main menu. T

Resources

Modity Paﬂ

Create NewYolume
Madify Volume

s
_-_ N

Get Started

’

Creale New Page | Modify Page | Create New Volume | ModityValurne | EdfitAceount | Live Chat | FAGs | MDO Resources | Logout

4) Select the page size from the drop

Main Menu

down menu. Input the page name T ———
and author of the page and choose -
Next Step. ra

All fields are required. Please note that

this information will not appear on e

your publication.
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Working with My Desian Ol

5) Browse all templates by scrolling
down the page or input your search
criteria and choose Search.
- For a larger view of the
template, click the thumbnail.

6) Select Choose Template below
the chosen template.

This saves a copy of the template to the
Modify Pages section. You can either
move forward and work on the page
you just created or repeat steps 3- 6 to
Create more pages.

7) Select the page that you would like
to edit from the Modify Pages section
by clicking on the preview on the
right.

Please note that the thumbnails of
pages that are not finalized will appear
with a red border. Once a page is
finalized, the border will be green.

Quick Tip:
Be sure 1o click SAVE on

dl fields aftfer you have
finished editing.

www.SchoolPrinting.com

Main Menu =
e New Page T T— 5 Columns

Category

Front v
Page Flag

[415 columns Headlig | Heading
4 cotumns o=
Clanymixed Column
[z story

3 story

14 story

5 story

1 Pic

[Cl2pic

O3 pic

4 pic

Os pic

O pic

7+ Pice
Clcustom Masthead
Cmascot

Clwith Teasers
CHaliday

Clindex

CIpul Guots

CFeaturs Page

The Paﬁe F]aﬁ
Bt |

Fronto1

Choose Template

The Page Flag

Front 02

Chase Template

Sample
Thpe1
59155

ClEditorial Page P
CcoliagesPhoto Eseay pEraN
Clwith ads W

Front 23 Front 24 Front 25

MDO Resaurces | Lag Out |

Main Menu M page has been marked as finalized

Create New Page Page Flag

Headline | Headline

Create New Valume
Madify Volume

Search Your Pages

Page Size:
Any v

Author

Any &= B G N
Page Hame

After Date (mmiddiy)

Before Date (mmidaly)

Page Flag

o o
Edit Page Delete Page
I
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Working with My Desian Ol

8) Select Edit Page.
9) Editable fields will appear on the left. el
To Edit Text Fields: =
Choose Edit. Use copy/paste or type directly into the field. T
When finished editing a field, click Save at the bottom of that [ = T
particular field. .
- If there is a text field that you do not want text in, click edit, 2
type a space in the field and click Save. This will delete the == 1
filler text.
- You can change the font of a particular field by clicking . t
on the Choose a Font drop-down menu. The default fontis | e &
Times New Roman for most fields. =
- You can indicate that you want the text to print in spot P s e e A e S e
color by selecting the Spot Color check box. e oozl

Page Flag

- For spot color pricing and info, check out Color Options
located under the Technical Help tab at

www.SchoolPrinting.com. i
Quick Tip: '
If there Is a fext fleld that you want left blank, — '
edf the field & type a space. This erases the filler .
fext. e B
You cannof manudlly change the font sizes. Text .o | s s ten O, Wt e BN L0 1400 OOty 300
fields will automaticadlly adjust the point size fo fll ' The | Printing Times
or fif text info the space. Note that dll body copy [ —
flelds have suggested character counts. e Qi e e
To Edit Image Fields: v
Click Edit. Browse to the image that you would like to use and | sz z
click Save. =
- Images need to be at least 130 DPI in order to print .
properly. You will be prompted to confirm the use of low o, ,7
quality images. SchoolPrinting.com is not responsible for the
quality of low resolution or improperly sized images. -Gt rare | Moo o | ooy vours | Moo v | Eatacoun | Lo ci 7ot | Woresovcs | el ]
- Each image field displays the recommended size. For s 1 The JS Printing Times
optimal quality, please ensure that your image is close to or | mcber T .
proportional to the size specified. e Q| Headline I Headline
- We recommend that you use jpg image files. You may v :
upload other formats but it is not recommended the area of | o T
interest option will only work for jpg files. T
Quick Tip: )
Al text fields have a *T* icon and all Image flelds [ |EN_— .

have a picture icon. Once a field is edited, the
color will change from gray fo yellow.

www.SchoolPrinting.com Working with My Design Online 866-435-7577




Working with My Desian Ol

10) Use one of the four corner anchors to adjust
the area of interest and select Crop and Save
Image.

Quick Tip:
We recommend that you use jpg image

flles. You may upload other formats but the
area of Inferest option wil only work for

jpg flles.

11) When you are finished with the page, select
Mark Finished. We recommend that you use the
Print Proof option to print a proof of your page.

Submitting Your Publication
12) When all of your pages are complete and
have been finalized (finalized pages will have a
green border when looking at them in the Modify
Pages section ), select Create New Volume.
Specify the size of the publication, the name
and edition. Please note that this information will not
appear on your publication. Click Next Step.

13) Select the number of pages. Click Next Step.

14) Under each of the blank thumbnails, Select
Add Page and select the page you would like to
appear in that slot. Please note that deleting the
volume only deletes the volume, not the pages. Pages
of deleted volumes will be moved to the Modify Pages
section.

15) When all pages have been added, select Go
To Order Form. You will be redirected to the main
website.

Please note that you must select Upload MDO
Publication from the last step of the order form.
Then select the correct volume from the list of your
completed volumes.

www.SchoolPrinting.com

Follow steps 3-10 until all of your pages are complete.

Crop and Save Image

esources | Log Out

| Create New Page | Modify Page | Creats NewrVolume

Modify Valume

Edit Account | Live Chat | FAQs | MDO Resources Log Ouf

Main Menu
Create New Page
Wodity Pages

Page Size
Newsprint 11517 -
Narme:

wolume 1

Edition

Edition 1

Modity Valume

| Create NewPage  MadifyPage  Create NewValume | MadifyWolume | EditAccount

Live Chal | FAGs | MDO Resources

adous

Main Menu

‘ Create Mew Page

‘ #of Pages.
i Iy

| Modify Pages

v

Create New Page | ModifyPage | Create NewVolume | ModiyVolume | EditAccount | LiveChat | FAGs | MDO Resources | Log Out

Main Menu

| Create NewPage

| Moy Pages
Create New Volume

VOLUME NAWE

ppppp
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16) Log in to your SchoolPrinting.com account T D)
and select the Place an Order button atthe top  |.com oo eiogsaed orcue Fssouses TNy D oniine
right of the screen. (Tine

Product Name Quantity
azne Stle 8.5 11 200 0010212015
Printing
der Status Product Name Quantity Ship Date Tracking Number
Wagazine Style 8.5 11 200 0810372015

———
roer ( ORDER sampLES )

f.schoolprinting.com Products GoingStated Gt Quote FrseResource TechlalHelp  Design Onlne
17) Follow the prompts on the order form to Place an Oxder
complete your order.

Newsprint 11 x17 Not enough nfofo genarate prcing et

yie
Booklet 85x5.5

Project Options

‘Additional Options

18) Select Upload MDO Publication on the e || e
last step of the order form. Then select the T
MDO Volume you wish to upload and click e M‘:““m“‘
Submit Order. =Por -

‘Additional Options
Select the MDO Volume to use for this job

Shipping Options

Name Issue Name Number of Pages
e Tpboart ® The Periodical  Volume 1 4
> Daily Planet Volume 42.5 4

Upload MDO Publication | Upload Files
Submit Order

19) Once your order has been submitted, Congratulations! You have completed your order! Your order number is 269086
you will receive a confirmation page which Ciick here to Pay Invoice
includes your order number. Please print this
for your records. Quantty Hine ftem Frice

200 4 Page Tabloid Newspaper $180.00

1 Mo Color $0.00

1 Standard Newsprint $0.00

UPS Ground Free!

NOTICE: There is an additional charge for full color publications. Total Price: $120.00
To get a quote on full color printing, visit our website at Your order will ship o Sep 25, 2015

Your order is scheduled to arrive on Sep 28, 2015.

www.SchoolPrinting.com and click on the Get a Quote button.

www.SchoolPrinting.com Working with My Design Online 866-435-7577




PLEASE NOTE:

MDO may crash or be very slow if you use non-alphabefical or
non-numerical characfers on your pages. We have dlso noficed
that web addresses, specificaly addresses begnning with
hftp://, could also cause issues.

MDQO does nof support foreign language characters.

/:@ale’+ ©>>°’V9E\* /Z@*’+ ©>>°’V*\* /:@ale’+ ©>>°N%Xé\

FREEBRIES for-MyDestgn

We offer a wide variety of free content to be used in your publication. From pre-designed ads to games, to PSAs to horoscopes
and much more, we have your covered. Freebies may be accessed from the Free Resources tab at www.SchoolPrinting.com.




hELvFUL TWL ALERT! Use this “Suggested Ad Sales Sheet"to help get your staff organized!
AD SALES SHEET

___Full page ad - $120 - 10"x15" :}m W 89/7/
___ Half Page ad - $65 - 10x7.75 Q{WQIW W
__ Quarter page ad - $35 - 4.9"x7.75" JQU/U’LOEUMYI/’
___Eighth page - $25 -4.9'x3.88"

___Business Card ads - $20 -3.25"x1.75"

Name of Company or Person Featured in ad:

Info to be included in ad: Customer Provided Art
Address:
Phone Numbers:

Email address:

Special Instructions:

Artwork provided by the customer needs to be sized to the dimensions above.
To guarantee quality, customer provided art must be saved as a 300 DPI .jpg image.

AD SALES SHEET
__ Full page ad - $120 -10"x15" Jh,aﬂ/?/ W eGQ/
___Half Page ad - $65 -10'x7.75 g,upp@/mnq g,umw

__ Quarter page ad - $35 -4.9'x7.75" J@WU’WEI/MYI/’
__ Eighth page - $25 -4.9'x3.88" )
___ Business Card ads - $20 -3.25"x1.75"

Name of Company or Person Featured in ad:

Info to be included in ad: Customer Provided Art
Address:
Phone Numbers:

Email address:

Special Instructions:

Artwork provided by the customer needs to be sized to the dimensions above.
To guarantee quality, customer provided art must be saved as a 300 DPI .jpg image.





